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COMPUTER ASSISTED DATA INPUT (CADI)

CADI (Computer Assisted Data Input) is used for editing data the Household and Income sections of
the FES questionnaire. The CADI program is an interactive system. The editor activates the check
option to test for errors and then ether codes or edits aform. Detected errors are shown on screen and
also explained in awindow. After eimination of al errors, clean datais saved and stored.

The moveto Blaise 111 in 1998 has meant that the screen layout of the CADI program has changed.

It is now possible to show the question text in the top half of the screen. In this respect it looks like
what the interviewer seesin CAPI (Computer Assisted Personal Interviewing). However there are
some differences with the interviewers program, the editor can see dl question fields regardless of the

route through the questionnaire. The editor can move freely around the form and is not forced to
answer particular questionsin a set order.

CASE FLOW
The Edit uses the Caseflow system to manage the movement of the case between editors and

Casebook system to do the edit in.

Allocation of work is done through the Caseflow supervisor system (CFSuper command). Cases are
selected from the pending tray

Editing is performed using EdCase command.

It isimportant to make sure that you are in the right directory when performing these operations.

Exit

To exit the CADI edit program type <Control> and <Enter>, Quit then Save. To exit from the main
screen find Exit with your mouse under the Forms menu bar.
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BLAISE Ill: THE SCREEN LAYOUT, QUESTIONNAIRE STRUCTURE & FUNCTION
KEYS

Information bars

The top line of the screen contains the information bars of the CADI program in Blaise. By clicking
on the appropriate menu with the mouse a drop down list of options appears. The menu bars are

Forms
Answer
Navigate
Windows
Options
Help

The line below the menu bars contains the name of the questionnaire, eg. EDT9804C, and the current
page number.

The questionnaire screen

The top half of the screen contains the wording of the question and instructionsto interviewers. The
bottom half of the screen contains the names of the questions in the order they are asked.

Questions do not have numbers but short names, which are up to amaximum of 8 letterslong. Next
to them are highlighted field where answers are entered.

Questions are grouped into ‘Blocks’ in the Blaise program and are often referred to in thisway. The
Block name of the section you are working n can be discovered by pressing <F9> and reading the top
line of the box that appears, eg. the question on the age the respondent finished education (question
TEA) can befound in Block QTEdAge. QBEdJAQge[1] by pressing F9 at question TEA.

Parallel Blocks

The FESin Blaise Ill hasaparald block system that means that the recall and admin blocks can be
accessed at any point in the form without waiting to reach the end. This can be achieved by pressing
<Control + Enter> then using the mouse or arrow keys to locate the block required. When the block
is selected press enter to gain access.
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Help Windows

All theinformation on available options and key strokes can be found on the various drop down menus
at thetop of the screen. A Blaise help windowmay be activated at any time by pressng <F1>. Thiswill
inform you about the available technica optionsin Blaise.

More important for editorsisthe interviewer help function. Some questions which are complicated or
have specid rules and advice have an extra help screen. This can be viewed by pressng <F9> at the

appropriate questions. If the question has a help screen the question text will include an instruction to
press <F9> for the help screen.

Saving and exiting forms

To save and exit aform press<CONTROL + ENTER> then Quit then Save.
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EDITORSMENU SYSTEM - QUICK REFERENCE GUIDE

1. FORMS
Exit and save Ctrl + Enter, Quit then Save
Save and continue form F2
2. ANSWER
Don’t know Ctrl + K Very few allowed on FES
Refuse Ctrl + R None expected on FES
Make remark/note Ctrl + M Open remark made by interviewer
Show Help/question text Fo Contents of help screen
3. NAVIGATE
Parallel blocks Ctrl + Enter Show and move to parallel block
Show all errors Ctrl + F4 Shows all errorstriggered by program
Select error type No hotkey } Reactivate errors previously
then - [X] Show suppressed errors  } suppressed, when re-entering a case
Search tag F3
Show all remarks No hot key Shows all remarks made by interviewer
Show all open answers No hot key Not in use on FES
Next page No hot key
Previous page No hot key
First page Ctrl + PgUp
Last page Ctrl + PgDn
End of questionnaire End
4. WINDOWS
Toggle page/lnfo pane F6 Toggles between questions and answers
Next view Tab
Previous view Shift + Tab
5. OPTIONS
Mouse No hot key
6. HELP
Help on help No hot key
About this program No hot key
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ERRORSIN CADI
There are three types of error in CADI.

Routing errors
Active signals (soft checks)
Errors (hard checks)

Routing errors

These errors occur at questions that were not asked in the origina interview but need to be answvered
in the edit, eg. PAbNum, which isfor the entry of editor’s number. As such these are not errors made
by the original interview but questions that must be completed for the form to be complete.

Hard and soft checks

The CADI program carries out checks on the entered data. There are two types of checks.Hard
checks (or error) require the editor to change an answer to resolve the inconsistency whereasoft
checks (or active signd) can be over-ridden by the editor. Hard checks are used for Situations that
arelogically impossible, such as a person stating early in the questionnaire that they are self employed
and later that they are an employee in the same job. Soft checks stop the questionnaire when unusual
but possible answers have been entered. The answer may be changed or if acceptable the check
suppressed.

How to identify an error
In the form an error isindicated by a number to the left of the question field. This figure showsthe

number of errors associated with a particular question. More than one number means that there are
errors of different types associated with the question.
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Viewing all errors

It ispossibleto view al the errorsin the form before you start editing. By pressing <Control F4> the
first error in the form is displayed in abox. The top line of the box reveds the type of error and the
total number of errorsin theform. By using the right arrow key it is possible to view dl of the errors
in the form.

It istherefore possible to intervene at any error in the form. To do this you press enter on the error
required when it is displayed in the viewer box. Thiswill take you to the question in error.

Sometimes a check will appesr to be very complex because it coversalot of different questions. Y ou
will become familiar with the more common complex checks; but if you are not sure what a check
means ask your supervisor for guidance. You may aso find it useful to refer to the man
Documentation to check on question codes and routing.

When acheck is complex the different questions involved are usudly displayed in the error viewer box.
If you know which question needs ediiting it is possible to select the question using the up and down
arrow. Pressing <Enter> at this point means that you go direct to the question that needs editing in the
form.

Suppressng soft checks

A soft check (or active signal) can be suppressed: thisis achieved by pressng<S> for suppress once
the error box has appeared Once <S> has been pressed the errors associated with the soft check will
disappear and the error markersin the form will disappear. The suppressed warnings of soft checks
can be re-activated by choosing the Navigate menu bar and then Select error type. Here there is abox
that can befilled in, by pressing the spacebar, that will mean suppressed errors will be shown next time
you use theview error option (Control F4). A soft check should be suppressed only if you are stisfied
that there is no error, e.g. because there is an explanatory interviewer note or the circumstances of the
case suggest that the information is correct.
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EDITING ACTIONS
View interviewer notes

Interviewers will make notes in the question when the respondent gives an unusua answer, doesn't
know or makes an esimate. Additionally they should make a note whenever they suppress a soft check
to explain why. Also when extra information is needed to help a explain a Situation to head office.
They do this by pressing <Control + M>. A small square appears next to the question when anoteis
made and an editor can view the note by placing the cursor on the question and pressing <Control +
M>. All notes should be printed out on the fact sheets.

InBlaiselll it isaso possible to view on screen al notes made by the interviewer. Under the Navigate
menu bar thereisan option called * Show dl remarks . By selecting this option a box appear showing
the text of the first note in the form. The top line of the box will show how many notes there are in
total. By using the right arrow it is possible to view the next note in the form. By using the ‘GoTo’

button it is possible to go to the question where the note was made.

Jumping to a question

It isno longer possible to jJump to errors as thisis now done through the error viewer (Control F4).

However editors have available the same Jump keysthat the interviewers have. A few questionsin key
blocks throughout the questionnaire are given ajump number. Thereisalist available on page two of
the household interviewer instructions. By pressing F3 or using the *Search Tag' option under the
Navigate menu bar the jJump window comes up. By entering the number of the question required the
editor can go straight to that question without having to go through lots of pages.

Changing answers

To amend an answer, Smply enter the new code. When one starts to type, the old answer will
disappear making room for the new answer to be entered. If oneisin the process of typing the new
answer, and one decides that the original answer was correct, it can be restored by pressingkESC>.

If <ENTER> has been pressed after keying the new answer, then the old answer has redly been
deleted!

Editing individual answers

Sometimes only asmal change has to be made to the existing answer. This can be done by pressing
the Backspace key. Once pressed the program switches from page mode (the default mode) teedit
mode. The old answer is not deleted. The cursor points at the first character of the text and any
amendments may be executed.
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Coding expenditure

At some questions involving, for example, Loans, hire purchase or deductions from pay, the editor is
required to use computer assisted coding to identify expenditure. This uses the same coding frame
used by the diary keyersin the Telephone unit in Titchfield.

The edit program will automatically generate soft check errors at the points where an editor need to
do this coding. These can be suppressed when the description has been coded. To bring up the coding
window press the space bar at the coding question. There are two ways an item maybe coded. Firstly
by using the three levels of the hierarchy, e.g. by pressing 12 then 1 then 1 for 12.1.1, atelevison st.

Alternatively the program will match the description to the most suitable code by pressing L for
‘Lookup’.

Clean forms

When isaform clean?

When aform is clean, there are no errors left. To check, no errors will be reported when you press
Control and F4. Only then can the questionOEDone be set to 1.

Saving and exiting forms

To save and exit aform press <CONTROL + ENTER>, then Quit then Save.
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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. 10% of al cases are verified but this will be
administered at Titchfield and there is no action to be taken in London. Once coded, the paper diaries
are sent up to London, usualy on adaily basis, for editing of the sections of questionnaire.

When entering the questionnaire check the names againgt the fact sheet to be sureit isthe correct case.
Also check the fact sheet for any notes, abatements etc. Please mark the notes with a brief description
of the action taken; abatements should have a note of the origina vaue written against them. (There
is no other way of knowing the original value once the abated figure has been entered).

It isimportant to check that an Incomerecord ispresent for each pender, including any absent
spender. Theinterview program should prevent thisfrom happening. But refer any missing
Income record to your supervisor IMMEDIATELY. Failureto carry out this check causes
inconvenienceto the client and putsthe SSD editing team in a bad light.

Recoding Period codes 95 and 97

Period code questions state what period a monetary amount (expenditure or income) covered, and in
most cases, though not aways, the variable name starts with * Perc’. There will be anote on the fact
sheet if there are period codes 95 (one-off/lump sum) or 97 (none of these) on either schedule. These
MUST be recoded to one of the ‘vaid' codes 1 to 90, so that weekly equivaents can be calculated at
the Derived Variables (which begin with ‘DV”). Interviewers should be making a note when they use
these codes, to give information which will help you to recode. For example, the start and end date of
the period, or the number of days, weeks or months covered.

Use the information in the note, or your judgement from the related questions, or previous experience,
to recalculate the period code and, if necessary, the amount it refersto. The period may be recoded to
oneweek, or acaendar month, or ayear, or any of the other vaid codes - whichever is easest to work
out. The crucid point isthat the DV will as aresult be caculated to aweekly equivalent, of income or
expenditure over awhole yesr.

If thereis no note or other information to go on, and it is not possible to judge what other period code
should be used, code as 52 (one year).
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Examples.

Respondent A pays maintenance to his ex-wife. The last payment at the questiorQSEPAR/AIlwWAmMt
was £100. The period code questionAllwPC is coded 97. An interviewer note states that he pays
when he can, and this particular payment covers 4 calendar months.

Inthis casethere are at least 3 easy solutions. Thereis a period code for 2 calendar months (code 7),
so the amount at AllwAmt can be divided in haf and amended to £50, and AllwPC recoded to 7. Or
the amount can be divided by four and the period code for a calendar month used. Or the annual
equivaent can be calculated by multiplying the amount by 3 to £300 and the code for 1 year (52) used
(ie3* 4 months = 1 year).

Respondent B has a life insurance policy at QBLIFE. In the last 12 months he has made just one
payment into it, of £12,000 (atL insamt), which was alump sum Percl154F = 95). An interviewer
note explains that the payment was made with the proceeds of sdlling his house, and he doesn’'t know
when, or if, another payment will be made to the policy. In this case, though it cannot be known
whether this payment will ‘cover’ 2 years, 5 years, or more, there is no aternative but to recode the
period code question to 52 (1 year).

Respondent C has received benefits under a private sickness scheme, at the income schedule question
QTOTHBEN/BnCardT 2, to cover some hospita treatment. The amount received AmtBenX, was
£850, and the period code, PerBenX, is 95. There is aso a question NumWeeks) relating to this
benefit, asking how many weeks the benefit was received in the last 12 months, to which the answer
is7. Inthiscaseit can therefore be assumed that the amount covered 7 weeks. However, for the DV
to be correctly calculated as the weekly equivalentover a whole 12 months, it would be wrong to
recal culate the amount received by dividing £850 by 7 (equaling £121.43), and change the period code
to 1 week. The DV would

aso be calculated as £121.43, but it would be assumed thiswas for every week of the year, rather than
just 7 weeks. Instead, the period code question should be recoded to 1 year (52) and the amount left
as £850. The DV will be correctly caculated as £16.35 (ie 850/52).

Grid

The grid at the end of the fact sheet should then be completed by the editor with any extrainformation
that may be relevant.
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MAIN PROCEDURESFOR EDITING THE HOUSEHOLD AND INCOME SCHEDULES
IN CADI

1.

Ensure that the CORRECT fact sheet is attached to the case, ie that the seria number on
the sheet matches that on the budget cover.

Choose the case from the editor pending tray

Check that the names and ages listed on the Fact Sheet match those in the quetionnaire. (If
they do not then exit the questionnaire and repest steps 1 to 2.)

Edit the Household and Income sections of the questionnaire and carry out any questionnaire
abatements and other editing actions.

Interviewer notes: Itisessential that interviewer notes on the fact sheets are read carefully
and any necessary action taken. This could mean amending, recoding or even deleting a
guestion.

Don't Knows and missing values: All Don't Knows (DKs) and missing vaues will be
blanked on the edit questionnaire and, with a few exceptions, must be imputed. The
exceptions on the Household Schedule are:

Block Variable

QBRENTS WSIncAmt

QBRENTS DVRTWS

QBMORT IntL12M

QBHInsr StriPrem NB StrlVa/PerslVa must be answered
QBHInsr StrIPrc NB StrlVa/PerslVa must be answered
QTVEHA4 ListPr NB Band must be answered

QBANK SrvChgAm

QEDGRANT Annval

QEDGRANT AnnkFees

QEDGRANT PaidDir
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7.

10.

11.

12.

13.

Changestorouting: Editing changes may result in additiona questions being routed. If this
happens, refer to supervisor, who will decide whether the case needs to be referred back to
the interviewer. Never make up answers.

Referralsto Resear ch Officer (RO): Certain types of query will need to be referred to the
Research Officer (RO): these will be indicated in the instructions.

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

The same London editor who edits the Household and Income questionnaire for a case will
be responsible for carrying out abatements to diaries for that case. The London editor aso
has to ensure that household Schedule items entered in the diary (insurance policies, etc),
which are flagged by Titchfield, have been entered in the Household section of the
questionnaire.

Detailed ingructionsfor keying and editing the diary are given in the separate Diary
ingtructions.

OEDONE: When al editing and abatements have been completed in both the Household
and Income sections of the questionnaire, code the questionOEDONE as 1 ie. dl editing
completed.

CASES ARE SENT TO THE CLIENT EVERY WEEK: IF OEDONE IS
ACCIDENTALLY CODED 1 THE CASE MAY BE TRANSMITTED WITH
ERRORS. If you want to ensurethat all other errorsarecleared pressControl and F4
See Diary Ingtructions for coding PAB_DONE in the diary.

OEDONE must not be coded 1 until ALL editing iscompleted.

Page 12
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IMPUTING VALUESUSING GROSSWEEKLY HOUSEHOLD INCOME

Certain missing values for household expenditure items can be imputed based upon the
household’ s gross weekly household income. The editing instructions at specific individual
guestions inform you when this should be done.

To impute, use the ‘Imputation Tables Based on Data From 1996 FES', at the back of these
instructions (Appendix NNN), and the variable calledGWkInc (‘ Computed gr oss weekly
household income’) which is at theend of the income schedule.

Note the value at GWkInc, and refer in the table to the appropriate column, of banded gross
weekly household income, in which it falls. Find the expenditure item concerned down the | eft
side of the table and impute the figure in the appropriate column for this item. The amounts
are the average weekly expenditure in pounds for households with that income in 1996 on the
expenditure item concerned. If necessary round the figure up/down to the nearest penny.
Code/recode the period code as 1 - ‘weekly’.

Example
Car Insuranceis ‘don’t know’ for an owned vehicle. The gross weekly household income for

this household at GWKInc is £345. The expenditure on this item for households in the band
£340-380is‘3.456'. So the weekly amount to be entered at the question is £3.46.

Living
MemHId

Those who are married (code 2 at MarStat) or cohabiting (code 1 at Livewith) are asked
whether their spouse or partner is a household member.

If the spouse/partner is a household member MemHId shouldoe coded 1; if the spouse/partner
is not a household member MemHId should be coded 2.

Code 3 a Livewith is for same sex couples. If code 3 has been used but there are no
interviewer notes confirming that this code is correct, refer to supervisor.
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R
The codes are:
1 Spouse "Spouse",
2 Cohab "Cohabitee"
3 Child "Son/daughter (incl. adopted)”
4 SChild " Step-son/daughter”
5 FChild "Fogter child"
6 ILChild " Son-in-law/daughter-in-law”
7 Parent "Parent”
8 StParent "Step-parent”
9 FParent "Foster parent"
10 IL Parent "Parent-in-law"
11 Sib "Brother/sister (incl. adopted)”
12 SISib " Step-brother/sister”
13 FSb "Foster brother/sister”
14 LSb "Brother/sister-in-law”
15 GChild "Grand-child"
16 GParent "Grand-parent”
17 OthRel "Other relative"
18 NonRe "Other non-relative’

There are various checks for unlikely relationships. Refer these to supervisor who will decide whether
these cases should be drawn to the client's attention.

FTEdChk
TEA

Those aged 18 or over in full-time education are asked at FTEDChk whether thisis the
period of education that began in childhood. A soft check will appesr if those aged 25 or over
say yes. If there is no note confirming that there was no break in education longer than 18
months, refer to supervisor.

TEA - termind age of education (age when education that began in childhood ended) - is now
asked additionally of al aged 18 or over (including those currently in full-time education).
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INAOLL - Absent spenders

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

There should be proxy information for them in the Income Schedule and a rli expenditure
Blaise diary. If an income record is missing (ie for any adult the variabld Start at the start of
the Income Schedule is coded 2 - *later’) the casemust bereferred up.

Do not delete any income detalls in the Income Schedule for absent senders, but if thereisan
allowance at QTAllow.Num.Alltype (code 1 - REGULAR allowance from a member of your
household who is TEMPORARILY absent) for one of the other household membersrefer to
supervisor or RO for a decison on whether to delete the allowance in order to avoid
duplication of income. A check istriggered at Alltype if thereis such an alowance.

Diargat (Youth Diaries)

Children between the ages of 7 and 15 have the option of keeping adiary. Very little action is
required by London editors. If the Interviewer code 1" has been ringed on the back of ayouth
diary it means that the interviewer has some doubts about the contents. This will have been
picked up by the supervisor and referred to the R.O.

If it is decided that the youthdiary is suspect the rest of the household will not be rejected but
the editor will need to change the variableDiar Stat to 3 (refused). No other action is

necessary.
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Rent

If Rent iscoded 'dk’, '!I!" or blank, IMPUTE value fromCIPFA tables (held by supervisor, see
below) if the household isin England or Wales; or from the Scottish rent tables (see Appendix
NNN) if the household isin Scotland. The average weekly rent in Northern Ireland in 1998-99
is£35.93. Remember to deduct any rebate or services from the gross rent before imputing a
vaue.

Thereisacheck that the weekly rent should be less than the weekly vauesincluded in rent for
sarvices. If this check has been suppressed by the interviewer refer to supervisor as the answer
is probably wrong.

* Rent for Garage

If the interviewer has noted that the 'rent’ includes an element for a garage, whether on the
premises or for a garage elsewhere, accept at this question.

* Shared ownership

Both the rent and mortgage questions are asked inthe case of shared ownership (code 3 at
QTENURE.Ownrent). If shared owners are unable to split the rent and mortgage components
refer to RO.

Using CIPFA tables

These list Local Authorities down the side, and a range of information across the top -
spanning several pages - in numbered columns. Wherever possible, use figures for the
relevant Local Authority. Take the rent for the appropriate type of dwelling (refer to earlier
questions AcomType/HseType/FlatType and Rooms/NRms).

If an LA did not submit figures here's what to do.

First identify which region the LA is in. The CIPFA book groups counties/districts/UAS
by region. Examples: Islington is under London, which is itself in the South East region.
Gateshead is under Tyne and Wear, which is in the North Region. Colchester is under
Essex, which is in South East Region. The unitary authorities are listed separately next to
their region, eg Bristol is under Avon, but it is Bristol which appears in South West region.
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1998-99 : HOUSEHOLD QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

Rent (cont'd)

Second, look up the region in the tables on pages 4&5. This gives average rent figures for
different dwelling types in each region. For some regions you need to know whether the
LA is a metropolitan or non-metropolitan district. In the main tables, each county or district
is grouped, eg Gateshead is in Tyne and Wear district, which comes under the Metropolitan
Districts heading, whereas Colchester is in Essex which comes under the Non-metropolitan
districts heading. All London LAs are in a Metropolitan district. For some of the English
UAs it isn't possible to determine whether they are metropolitan or not (eg Kingston Upon
Hull), in which case use the "All Authorities® average rent figure for the region.

Renthday

If anote indicates that the rent includes arrearsand Renthday is coded 1, recodeRenthday
to 2 and apply the rent holiday period to the normal rent payment excluding arrears aRent.
Any rent rebate will also need to be adjusted. The factor to be used in any rent holiday
cdculationis:

52 - Rent holiday weeks

52

HBenAmt

Any rent rebate received should be entered here. Anyone on Income Support or Income-based
Jobseeker’ s Allowance will automaticaly qudify for maximum housing benefit and will usudly
be dlowed up to 100% council tax benefit.

If HBenAmt is'dk’, !" or blank, IMPUTE vaue fromCIPFA tablesif household isin England
or Wales (see previous ingtruction at Rent on using CIPFA), from the Scottish rent tablesiif
the household isin Scotland. The average rent figure for Northern Ireland is currently £35.93
per week. Remember to deduct any rent paid before imputing a figure.
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1998-99 : HOUSEHOL D QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

Rentbar

A check appears if Rentbar is coded 1 but the amount at Rent is less than the amount at
HBenefit. If the check appears refer to supervisor because the answer is probably wrong.

HBStmt

If HBStmt is coded 1 (housing benefit statement is consulted), services included in rent are
covered at HBServ and HBSer Amt. If HBStmt is coded 2, services are covered atSerIncW
and ServAmt.

WSIncAmt
DVRTWS

A don't know at these questions is acceptable, but check any notes which might assst
imputation.
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Family Expenditure Survey

1998-99 : HOUSEHOL D QUESTIONNAIRE

Coding & Editing Notes

HBServ, Serlncw

The coding frames are the same except for code 13:

Heating,
Lighting,
HotWat
FuelCook
Food
TVVideo
TVLic
Laundry
MedExp
Nursing
11 Transp
12 Contins
13 None
OR 13 Other

P OO~NO U, WNPE

o

"Hot water",

"Fuel for cooking",

"Food, including prepared meals”,
"TV/Video rental”,

"TV licence fees',

"Personal laundry",

"Medica expenses',

"Nursing and personal care”,
"Transport”,

"Contents insurance”,

"None of these are shown on statement” (HBSERV)
"Other services' (SERINCW)

HBSeramt, HBSOAmMt, Serlncw, ServAmt

Soft checks will appear if the rent includes an eement for any of these services: heating,
lighting, fuel, TV or video rental, TV licence or contents insurance. If awarning comes up,
deduct that element from the rent and transfer to the relevant question.
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1998-99 : HOUSEHOL D QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

Heating, Lighting, Fuel for Cooking

If an element for fue or hesting/lighting has been included in the servicesit should be deducted
from Rent, removed fromHBServ or SerincW, and transferred to QELECPAY/EACAMt
or QGASPAY/GAcAmt. Code as "other method" at the electricity or gas payment method
questions. The fuel payments should still be transferred unlessit is clear from an interviewer's
note that it has aready been included at these questions or the two amounts are the same. To
decide whether the hegating is eectric or gas, check the answer a the later question
QBCHeat.CHFuel. If the household has a gas supply at QGASPAY .GasSupp, assume that ‘fuel
for cooking’ is gas, otherwise assume electricity.

If a fuel/heating/lighting element has been included in rentbut the amount is not known, it
should be imputed using current gross weekly household income and dedlt with as in the
previous paragraph. If the rent becomes negative or thereis arent rebate, refer to supervisor.
(The amount of the rent, or the difference between the rent and the rent rebate, will need to be
split between the services concerned in the same proportions as on the imputation table.)

Contentsinsurance  Transfer toQHIng / StriType/ StriPrem.

TV andvideorental Transfer toQBTV.TVType/ TVPayAmt.

TV licence Transfer toQBTV / TVLice.
Hot water If hot water isincluded in rent and is supplied from acentra sourcei.e. block

of flats, do not delete.

Other servicesincluded in rent (HBSOther, OthSrv)

If gardening, window cleaning, liftor any other sarvices areincluded in the rent
but there is no amount recorded, delete reference to the service; do not delete
the service if an amount is given. Do not amend rent in either case.

QRATES. N IRELAND RATES

PayRamt

NRV

If Northern Ireland rates are not known, impute the annual amount using the formula:

Net Rateable Vaue (see QNRV.NRV) X domestic rates poundage for the relevant loca
authority.

The poundages are at Appendix NNN.

HBamt

Missing NI rates rebates will be supplied by Regarch.
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1998-99 : HOUSEHOLD QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

QWATER1: WATER CHARGES

Water Pay
Sewer Pay
Watamt
Sewamt
W Sewamt
Dks are not acceptable at these questions. Imputation is necessary in cases where water and
sewerage rates/charges are;
. paid by someone outside household
. not yet paid at this address
. dk or missing

(Scottish domestic water and sewerage charges are included with Council Tax payments and
must be imputed at QCOUNTAX.CTWat / CSewAmt.)

To impute, the net rateable vaue (NRV) of the property must be obtained, by phoning théoca
council. The NRV is what the old rates were based on, and predates the council tax and
community charge, so for some addresses (eg recently built) will not be available, and some
councils may not be able to provide the NRV easlly.

Ascertain whichwater company the addressisin.

If the NRV is available, it should be multiplied by the poundage figures for water and/or
sewerage (depending on which igare missing) in that area. Some areas a'so make an additiona
standing charge for water and/or sewerage, which should then be added to the figure to give
the overall annual charges.

Asan example:

NRV =250

Water poundage = 0.87

Water standing charge = £45
Sewerage poundage = 0.65
Sewerage standing charge = £38

250%0.87 = 217.50; plus 45 = £262.50 - thisisthe annual charge for water
250*0.65 = 162.50; plus 38 = £200.50 - thisisthe annual charge for sewerage
262.50 + 200.50 = 463 - thisisthe annua charge for water and sewerage
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1998-99 : HOUSEHOL D QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

QWATERL WATER CHARGES (cont'd)

If the NRV is not krown/available, as a substitute calculate an NRV based on £40 per room,
excluding kitchens.

Some aress have metered water charges, which are based on useage rather than the NRV and
poundages, but if a note says the property is metered, use the same formula as above.
Accept

arrears of water rates

land drainage charges

charge for emptying a septic tank (note that this may well have been coded 95 or 97
by the interviewer: if there isno note refer to supervisor)
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1998-99 : HOUSEHOL D QUESTIONNAIRE

Family Expenditure Survey Coding & Editing Notes

QCHARGES: Accommodation charges

OthPay

The codes are:

Ground "Ground Rent",

FeuDuty "Feu duty (Scotland)",

Chief  "Chief Rent",

Service "Service charge”,

Maint  "Compulsory or regular maintenance charges',
SiteRent "Site rent (caravans)',

Factor "Factoring (Scotland)”,

Other  "Any other regular payments’,

None  "NONE OF THESE"

OCoO~NOOOOUOIDS,WNE

Central heating oil.

If thisisincluded as a part of a regular maintenance charge the amount for central
hesting ail, if given separately, should be transferred toQBCHEAT / OilAmt. If itis
not given separately, it should be imputed using current gross weekly household
income. The imputed amount should be deducted from the total amount shown at this
guestion and a three monthly equivalent entered aaQBCHEAT / OilAmt.

Central heating maintenance charges

If included in the service charge, and can be identified separately, it should be
transferred to QIMPROVE / QCHM / Amount.

Private road congtruction charges Delete.

Private road repair charges Delete.

Garagerent and rates (if given separately)  Delete.

Sructural insurance isincluded in the service charge

This should be deleted and transferred to QHInsr2/StrIPrem if the amount can be
identified.

If amounts cannot be idertified for central heating oil and maintenance refer to RO.
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1998-99 : HOUSEHOL D QUESTIONNAIRE

Coding & Editing Notes Family Expenditure Survey

QMORT: MORTGAGES

There are basically two types of mortgage: a repayment’ mortgage and an ‘interest only'
mortgage.

The exception is property bought under a shared ownership scheme wherby the househol der
pays both mortgage and rent on the same property. For the purposes of the FES both the rent
and mortgage questions are asked in the case of shared ownership. If shared owners are unable
to split the rent and mortgage components refer to RO.

Buytype

If there is an interviewer note indicating that the current mortgage is not for purchase and
should, therefore, be at QLOANSA, or isfor business premises, refer to RO.

PurcAmt

If the purchase price is missing impute using lists of rchase prices for different years and
property types held in the editing section.

Refer to RO cases where a note states:
the current mortgage was transferred from another home

a plot of land was bought outright but the building of the sampled property was
financed by a mortgage

TopUp

A top up or further advance should only be included in this section if the borrower makes a
sngle repayment covering the original mortgage for purchase and the extraborrowing. If there
are separate repayments for each element, the top-up is actualy a separate, second mortgage
and should be moved to QL OANSA.

If there is an interviewer note indicating that the mortgage is not related to purchase and
should, therefore, be at QL OANSA, refer to RO.
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1998-99 : HOUSEHOLD QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

Lender

This should be coded according to the status of the lender at the time of the interview.
The following have converted from building societies and should be coded as banks:

Abbey Nationd;
Chédtenham and Gloucester;
Alliance and Leicedter;
Hdifax;

Woolwich;

Northern Rock;

Bristol and West.

MortType

If anote ates that there are two concurrent mortgages for purchase of the same type, eg both
are endowments, details of the smaller mortgage should have been included in anote. Add to
the larger mortgage details at all relevant questions.

If there is a penson mortgage (code 3) there should aso be details of the pension at
QPENSION.
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1998-99 : HOUSEHOL D QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

MortPay

If the last mortgage payment is missing impute from the “ M ortgage Repayment Table’, which
is printed in Money Facts magazine in the mortgages section, usualy at the back. The table
shows the monthly payment per £1000 of the total mortgage. UssBorr Amt to determine the
mortgage amount, unlessTopUp = 1 or 2. If there has been a remortgage or top-up: if the
mortgage type (at MortType) is NOT repayment use the value atMortL eft, but if it isa
repayment refer to supervisor/RO).

Usethetable asfollows:

Check with supervisor which interest rate applies at the interview date, and use the
figuresin the relevant row of the table.

If standard tax relief (MIRAS) has been deducted from the mortgage payment
(TaxRdf = Yes):

Multiply the figure in the relevant column on the left half of the table (*...with
MIRAS) for each £1000 of the mortgage, up to £30,000. For repayment mortgages
usethe ‘25yrs column (unless there is anything to suggest the mortgage duration is
different); for other types usethe ‘interest only’ column. Note the sum.

Then follow the same procedure for each £1000 of the mortgage over £30,000, this
time using the right half (*...without MIRAS).

Add the two figures together for the total monthly payment.
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1998-99 : HOUSEHOLD QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

Menpolam
If the endowment policy premium is DK, impute from current gross weekly household income
table (life insurance category).

Do not delete any penson mortgage details if the same pension is recorded again at
QPENSION.

Menstyr

If the year ismissing it should be imputed from the number of years the household has had the
current mortgage at MortL en.

IntL12M
If the interest is not given do not impute it.

MortProt
IncM PAmMt

To impute a missing premium at IncMPAmt, first check what the policy/ies cover at
ProtType. Note that if there are separate policies each premium is recorded separately.

Death only policies:
impute 6.5% of the mortgage payment atM ortPay

Redundancy and/or sickness policies:
impute 6.5% of themortgage payment at M ortPay

Combined death, redundancy and/or sickness:
impute 13% of the mortgage payment atM ortPay

DO NOT DEDUCT THISAMOUNT (supplied or imputed) from the last mortgage payment.

WhoPay
If theinterest payment is paiddirect by DSS then it should be accepted at this question, but it
should also be added to either the Jobseeker's Allowance or the Income support received at

QTBENEF3 in the Income schedule (provided it has not aready been included there). Also
see ingtructions at QExpPay .
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Coding & Editing Notes Family Expenditure Survey

QOSTINS: STRUCTURAL AND CONTENTSINSURANCE

Strinc

If any note draws your attention to insurance on any of the following items, follow the
guidance below:

. TV sts, videos, TV games, home computers, washing machines etc.
Check whether insurance isfor fire and theft or maintenance. If forfire and theft, it should be

coded as persona possessions except for a TV, video or a home computer which igented.
These are coded 12.01.11 in the diary if paid during the record-keeping period. If for
maintenance, it should be coded in the diary as 12.01.11 if paid during the record-keeping
period.

. Insurance on deep freezers:

If no reference has been made as to whether the premium paid isfor contents or maintenance,
assume dl isfor contents and accept at this question. If anote says that the premium covers
contents and maintenance, code 75% to contents, and enter aQOSTINS, and the remainder
to maintenance. The maintenance element should be accepted in the Diaries as 07.02.10 if it
is paid during the record-keeping period.

. Insurance on Caravans/houseboats:

If the sampled address is a caravan or houseboat then the premium should be coded as
structure insurance at QOSTINS/ StriType. If not the sampled address, accept as insurance
on persona possessons atQOSTINSStrI Type.

. Central heating maintenance contracts
These should be included at QIM PROVE / CHMFilt.

A check will appear if Strinc is coded 1 (yes) but StrIPrem is greater than the amount at
MortPay. If suppressed by interviewer and thereis no satisfactory note refer case to RO.

StriPrem and StrlVal/PerdVal missng

If neither the premiumnor the insured values are given, the premium for structure and/or the
premium for furniture and contents should be imputed using current gross weekly household
income.
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QCOUNTAX: COUNCIL TAX EDITING INSTRUCTIONS

Use the look-up table of council tax charges at Appendix NNN when checking or imputing values.

CTband

Nearly everyone in England, Scotland and Wales is liable to pay Council Tax. The only
exceptions are: dwellings occupied only by students, dwellings owned by the Ministry of
Defence as armed forces accommodation and "granny flats", i.e. separate annexes of larger
accommodation occupied solely by an elderly relative.

However. in some cases a landlord will be liable for the tax on certain houses in multiple
occupation i.e. bedsits; also the owner of a residence of a minister of religion will be liable.
This does not include a Church of England minister where the Church will be responsible.
If the respondent is a Church of England minister, and no council tax payments are given,
their salary (net and gross pay) should be abated by the annual charge for the address
converted to the pay period.

Council tax rebate (CTRebate} will usually apply to informants on Income Support,
Income-based Jobseeker’s Allowance and others on a low income,

A check will appear if CTBand is coded 9. This code is only acceptable where the
accommodation is not valued separately for council tax. If there is no satisfactory
interviewer note, refer to RO.

When the band is not known, obtain the band for the address from the Local Authority.

("Thicah

W A ASASEERS

CTLVChk

A soft check will appear if CTLVChK is code 1 (i.e. the band at CTBand is after the lower
valuation because of disablement relief). '

First check the amount paid last time, any status discount and any rebate to see whether
these figures agree with the amount that would be expected with the answers at CTBand,
CTDisab and CTLVChk. If they do, and CTLVChk seems to have been coded 1
correctly, recode the band at CTBand to the next highest band (e.g. if CTBand was code
2 - Band B - change it to code 3 - Band C. Then change CTLVChk to code 2 (before).
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CTAmt
CTlnstal
CTAnnual

If imputing an amount at CTAmt because DK is entered:
. look up in your LA look-up tables, the full charge payable for that band and LA;

. if a status discount applies reduce the full charge by 25% (only apply a 50% status
discount if the RO has seen the case},

. then, if a rebate applies reduce the figure by the rebate amount;

. the remaining amount should be entered as an annual council tax amount at CFamt,
and CTTime should be coded 1 (annual).

Scotland

Note that in Scotland Domestic Water Charge and Domestic Sewerage Charge should be
included in CTamt. No council tax benefit applies to these charges, so there should always
be a payment there, even if the respondent receives 100% council tax benefit (unless the
household is exempt or not paying any council tax for another reason at - code 2 or 3 at
CT0). When imputing CTamt, follow the same instructions as above, using the ‘Council
Tax inc DWC and DSC’ figure on the look-up table. Status discount can apply to DWC and
DSC.

A soft check will be triggered if the amount at CT Amt multiplied by CTInstal is higher
than the maximum amount for the band for any local authority in the country. There will
also be a soft check if the difference between CTAmt and CTInstal and the amount at
CTAnnual is more than 20%. If there are no interviewer notes refer to supervisor.

Some respondents get muddied over the number of instalments they pay. If you suspect that
the amount at CTamt, after any discount or benefit, multiplied by the number of
instalments is inconsistent with the amount payable for that band and LA, refer to
SUpervisor.
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CTWat
CTSEW

CTWat and CTSEW are respectively the amounts for domestic water charge (DWC) and domestic
sewerage charge (DSC) included in the last payment of council tax, and are to be imputed in all
Scottish cases (unless the household is exempt) . They are not asked in the interview.

Imputing CTWat and CTSEW
There are soft checks at each of these questions.

First check the last payment at CTAmt and then look at CTInstal to see whether the last payment
was a full annual payment (code 1) or an instalment (code 2). If CTInstal is coded 3 (irregular),
recalculate the payments mentioned at CTlIrreg to ari annual amount,

. Check CTDise and CTDValue to see whether a status discount was allowed. Remember
that status discounts generally apply only to people living alone so check the fact sheet and
refer up any anomalies.

. If a document was consulted the annual charges for DWC and DSC will have been recorded
at CTWatAnn and CTSewAnn. Use these amounts to impute CTWat and CTSEW, after
deducting any status discount which applies, and dividing by the number of instalments
paid per year - see CTInstal and CTTime. '

. If no document was consulted, check the name of the local authority on the fact sheet and
on the council tax look-up table find the band figures for that local authority. Check whether
the amount of council tax paid, plus any rebate and discount, agrees with the figure in bold
print on the look-up table (called "council tax inc DWC and DSC"). If it does not, it may
be that the payment given at CT Amt relates to the previous financial vear. In that case
check the previous year's look-up table and, if the last payment does relate to that year use
the water charge figure on that table. If you are still unable to resolve the discrepancy, refer
to RO.

. Assuming respondents are giving figures for the current year, impute the "domestic water
charge" figure at CTWat, and the “domestic sewerage charge” figure at CTSEW, in both
cases after deducting any status discount which applies, and dividing by the number of
instalments paid per year - see CTInstal and CTTime.

. Checks will trigger if you enter an amount at CTWat and/or CTSEW which is greater than
the amount at CTamt. Neither can be greater than CTamt because CTamt must include
DWC and DSC and no-one receives rebate on thern.
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Imputing CTWat and CTSEW (cont'd)
Example 1:

You have a two person household in Scottish Borders. The couple pay 10 instalments a year
and receive no rebate. The property is in Band A.

The last amount paid at CTAmt is £52.50. In the look-up table the Band A figure for water
charge is £69.33 but you will impute £6.93 because the respondents pay 10 times a year.
The sewerage charge figure is £30.00 but you will impute £3.00.

Example 2:

You have a one person household in Fife. The house 1s in Band B and the respondent gets
a 25% status discount but no rebate.

At CT Amt his last payment was £532.60 which is an annual payment. At CTWat you will
impute £34.54 (annual domestic water charge of 72.72 reduced by 25%). At CTSEW you
will impute £28.30 (annual domestic sewerage charge of £37.74 reduced by 25%).

CTlnstal
CTTime
. 4 L AJILAL

CTlrreg *

The period for council tax is calculated from the number of instalments. If the amount paid
1s irregular, interviewers are instructed to code 3 at CTInstal and enter details of the
amounts paid and frequency at the text field CTIrreg.

[f the interviewer note at CTIrreg gives details of payments made/to be made in the current
council tax year, calculate the full annual amount that will be paid by the respondent, enter
this figure at CTAmt, enter 1 (annual) at CTInstal and delete the text field CTIrreg.

If the interviewer note is not sufficiently detailed, refer to RO. Do not simply suppress the
warning as this will trigger a pre-delivery check.
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CTO

IfCTO = 2 ‘exempt from Council Tax":

All cases where a respondent has claimed that they are exempt from the Council Tax will
trigger a soft check. A complete exemption from the Council Tax is relatively rare and the
circumstances of the household should be checked against the definitions of exemptions.
1f the household does not appear to be eligible the code should be changed to '1' indicating
that there is a combination of discounts and rebates which results in the respondent paying
no Council Tax. You will then need to impute benefit (see below).

The only exempt households are:

» dwellings occupied only by students;
. dwellings owned by the Ministry of Defence as armed forces accommodation;
. "granny flats", i.e. separate annexes larger accommodation occupied solely by an

elderly relative.
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- CTWatAnn
CTSewAnn

Editing action must be taken in all cases where CTWatAnn and CTSewAnn have a
value.

The questions only apply if a document is consulted. The questions read:

"On the statement (bill) what is the total amount payable for the whole year for
[council water charge/council sewerage charge] only?"

They refer back to the previous question CT Annual which asks:

"On the statement (bill) what is the total amount payable for the whole year,
including domestic water and sewerage charge, after deducting any discounts or
benefit?"

. First check whether a status discount applies. If a discount does not apply, check
whether the amounts at CTWatAnn and CTSewAnn are the same as the domestic
water charge and domestic sewerage charge figures shown for that LA and band on
your LA look-up table, and whether the amount at CT Annual is the same as the
figure printed on the LA look-up table as "council tax inc DWC and DSC". If the
figures are different check the 1997-98 LA look-up tabie to see if they relate to last
year. [f the figures look correct either for 1998-99 or 1997-98 no action need be
taken.

. If a status discount does apply, you will probably need to reduce the figure at
CTWatAnn and CTSewAnn by 25% because respondents will almost certainly
have given the annual charges before a discount because that is how it is shown on
council tax bills. Check the CTAnnual , CTWatAnn and CTSewAnn figures
against your Jook-up tables and apply a 25% reduction to the CTWatAnn and
CTSewAnn figures if appropriate.

. If a 50% status discount applies, refer to RO.
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CTrebate
If the council tax benefit 1s DK:

1. Look up the set charge for the relevant valuation band for the local authority on the council
tax band imputation table. (In Scotland, use the figure ‘inc DWC and DSC’, because
although CT benefit does not apply to DWC and DSC, the amount to be subtracted at step
3 will include them).

2. Reduce the amount payable by 25% (or rarely, 50%) for any status discount at CTdisc.

3. Subtract from the remainder the annual amount of council tax paid, if any. This will be
calculated from the amount at CTamt multiplied by the number of instalments at CTTime
(or CTAnnual if it was answered).

4. If both CTamt and CTrebate are DK and at least one person in the household is receiving
Income Support, or Income-based Jobseeker’s Allowance, or some other benefit (apart from
child benefit) at present assume 100% council tax benefit 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.

5. In Scotland, rebate does not apply to the domestic water charge or domestic sewerage

charge. Therefore the maximum benefit that will apply is 100% of the *“‘basic council tax”
figure on the look-up table.

QPENSION/Filter

If a lump sum is paid or a lump sum plus regular payment, it needs to be amended to an
annual premiwm, provided the payment(s) is in the last 12 months.

Imputation

If the amount of the Jast premium is not given impute the amount, using current gross
weekly household income (Life Assurance category).
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Linstype

The codes are:

I Annuity "Annuity",
2 Endow "Endowment (including endowment savings plan)”,
3 Life "Life (excluding fixed term) or death",
4 Fixterm "Fixed term life (including retirement policy, capital accumulation
plan)",
5 Other "Other"
. Any mortgage protection policy, including a separate term assurance policy covering a

pension mortgage, should be transferred to QBMORT/MortProt.

. Any kind of endowment insurance (eg life and endowment, death and endowment or

education endowment) but excluding house endowment should be coded 2 at Linstype.

. An endowment policy for a mortgage on a second dwelling should be coded 01.06.03 in
either the Diary or at QSTORD/Filter. Deleie any entry at this question.

. If'a life assurance policy includes an element for personal aceident and the two cOmponents
are given separately then the life assurance component should be coded 3 at this question
and the personal accident component transferred to QBMEDINS/Filter (code 1). If the two
components are not given separately, the total amount should be coded 5 (other) at
QBLIFE.LinsType.

. If superannuation and widows' and orphans' insurance is deducted from salary, it should not
be entered at this question.

Linsam¢
Editing

Missing payments are to be imputed using current gross weekly household income (Life
Assurance category).
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QBMEDINS: MEDICAL AND OTHER INSURANCE POLICIES

Minstype

The codes are:

2

1 PPrem "Personal accident policies",

2 MPrem "Private medical insurance schemes (eg BUPA, HCS, PPA, PPP,
WPA)",

3 Perm "Permanent health insurance (PHI)",

4 FPrem "Friendly societies sickness insurance (eg Hospital Savings
Association)”,

5 Care "Nursing home/long-term care”,

6 HPrem "Cover for stay in hospital/other medical insurance”,

7 RPrem "Redundancy (not mortgage)"”,

8 CPrem "Credit card protection insurance",

9 APrem "Animal insurance”,

10 Other "Other"

Personal accident {code 1) includes:
Personal accident and fire.

Transfer half the recorded amount to QBHINSR 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 amount to QBHINSR and code to personal possessions. Code
the remainder at this question.

Personal consolidation policy.
Police group insurance.
1f code 10 1s entered a soft check will appear. Check the 'type of policy' at MinsOth to see

if this should be recoded as 1 to 9 or transferred to another question. See description above
of codes 1 to 9.

Minsamt

If the premium is not given impute from current gross weekly household income (Medical
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General notes on telephone payments

. Imputation
If a payment is not known i.e. informants have recently moved into the household, newly
married couple etc., impute a value using current gross weekly household income and enter
appropriate period code.

. Abatement
Check the fact sheet for telephone abatement and abate by the percentage shown (noting the
original value on the fact sheet) Be sure to enter 1 at the appropriate abatement marker.
Check that there is a claim against telephone at QTSHfInc.SeBExTyp in the Income
Schedule. If the abatement is DK abate by 66%. If abatement is 100% abate by the number
of rooms. See instructions at SeBusExp in the Income Schedule instructions.

. Shared telephone
If a telephone is shared by more than vne household the account in whose name the
telephone is installed will receive the bill. This should have been entered normally by the
mterviewer and the amount the informants actually pay should be entered at TelShAmt.

. Cable phones
If a payment covers telephone and television supplied by cable, only the telephone
component should be entered at the telephone questions. If no split can be made but a total
1s given, allocate 35% to telephone (TelAcAmt) and 65% to cable tv (TVPayAmt); if no
total 1s given impute the telephone component using GWHI and calculate the amount at
TVPayamt as (TelAcAmt) x 65/35.

. Rental paid by DSS
If the rental 1s paid by Social Services, only the amount paid for the calls should be entered
at QTELEPH/TelAcAmt,

. Installation charges
Installation charges should be accepted here. Refer payment for a telephone alarm line to
RO.

. Telephone expenses REFUNDED by employer
If all or part of the bill is refunded check that an amount refunded has been entered at
QREFUNDS and abate the amounts at the telephone questions.

. Telephone REFUNDED by someone outside the household
The whole account should have been entered at TelAcAmt and the outside contribution
entered at QEXPGIVE/Filter. If it does not appear there, enter it. Code 1 or 2 should have
been coded at TelOPay and the respondent's share of the bill at TelShAmt.
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. Telephone account PAID DIRECT by someone outside the household
If all of the bill is paid direct TeleHow should be coded 3.

Generzl notes on Electricity and Gas supplies

The following are excluded from these questions:-
At T amde nidur
a) caelu

b) Bottled Gas, i.e. calor or Butane
If the account 1s in credit, the last payment should be accepted. Also instaliation charges
should be accepted here.

. Imputation
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, impute an amount using gross weekly
household income.

- Payments made direct by DSS
If electricity or gas 15 paid in this way the amounts will be entered at DSSElecF or
DSSGasF. These amounts should then be added to Income Support/Income-based JSA, so
_that they have been counted as income as well, unless there is a note to indicate that it is
already included there. If in doubt, refer to supervisor.

. Last payment - board budgeting scheme
If the last payment was a correcting payment, it should still be entered. Any maintenance
charges should be excluded from these questions and entered at QIMPROVE.CHMFilt,

If both the last payments and the charge on the Jast advice are not known impute a value
based on current gross weekly household income.

. Abatement
If there is an abatement to either gas or electricity charges check the amount on the fact
sheet and amend the abatement marker to 1. If the abatement on the fact sheet is DK for
both gas and electricity abate by the number of rooms. See Income Schedule instructions
at SeBusExp.
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EChgAmt

A warning appears if the method of payment is account or "other”, there is no rebate and
the amounts at EAcAmt and EChgAmt are different. In those circumstances interviewers
are instructed (o open a note explaining why the amounts differ.

TVType

The coding frame 1s:

1 TV "hire of a TV set only",
2 Video "hire of a video recorder only",
3 TVVid "hire of a TV set AND a video recorder”,
4 TVSat "hire of a TV set AND a subscription to satellite channels”,
5 All "hire of TV set, video recorder and a subscription to satellite
channels”,
6 Sat "subscription to satellite channels only",
7 CabPho "Cable TV including Telephone",
8 CabTV "Cable TV not including Telephone"
TVPayAmt

If a respondent has cable TV covering a telephone line (code 7 at TVType and code 3 at
QTELEPH.TelType) and cannot split the cost proceed as follows:

If a total is given allocate 35% to the phone cost (TelacAmt) and 65% to the TV cost
(TVPayAmt).

If no total is given. impute the telephone cost using gross weekly household income tables.
Then calculate TVPayAmt as TelacAmt x 65/35. If the calculated TVPayAmt figure is
outside the range £6-10 a week refer to RO.
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TVLice

[f the amount spent on a TV licence is not known then impute the current cost using the
amounts given below. Unless 'black and white' is stated, assume a colour TV licence was
purchased and that it was bought at the time of interview.

LS LV SR 41

Black and White

From April 1997 From April 1998

£91.50 £97.50
£30.50 £32.5

Do not impute an amount where TVLice = 0 and an interviewer note confirms that the
respondents have not paid for a licence in the last 12 months.
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VEHICLE QUESTIONS

ABATEMENT
If there is a vehicle abatement but the percentage is missing abate by 33% providing there
are values at the tax and insurance variables. If there is a car and a van at QVEHICLE
always abate the van. If there are two cars in the household abate the car with the highest

value insurance. Abate any petrol in the diary in proportion to the number of cars in the
household.

Filter 1 and Filter 4
Include "vintage" cars provided these are insured.

Exclude all vehicles used solely for business use. If in doubt refer to supervisor.

RoadTax
Carlins

If an entry for motor vehicle insurance is not known impute a value, based on current gross
weekly household income (using the appropriate figure depending on whether the car is
owned/leased or continuous use). Also impute appropriate vehicle tax if not known using

the appropriate figure in the F9 help screen or road tax imputation tables. In both instances
check that no amount is entered if the tax or insurance is paid by an employer or firm.

VehTypeQ

No recoding is required at this question.

Own

Ford Option and similar schemes should be coded as leasing (code 2 at Own).
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Filter2 (vehicles bought in last 12 months)

This question covers only vehicles bought with credit card or cash, overdraft or informal
loan from a friend or relative.

Exclude:
. vehicles bought solely for business, e.g. by a car dealer
o vehicles bought with formal loans or part cash/part loan,
) vehicles bought on hire purchase or part cash/part hp;
. vehicles bought with an employer's loan
Carpamt
. Do not abate the cash price at QTVEH2.Carpamt because of inclusion of road

fund tax, insurance or part exchange.

. Delete any car bought on the day of the imnterview.
Filter4/

CarProv

If a self-employed person does contract work for a firm which provides a car/van for his
continuous use, CarProv should be coded 2 (no).

ListPr
Band

If ListPr and Band are both DK, make and model and registration letter should be given.

Look up the hist price using Glass's Guide, which 1s kept on the supervisor's desk. If
insufficient information about make/model is given refer 1o supervisor.

OthWk

If in doubt about whether work shiould be included here, having referred to the question
wording and instructions, referto RO,
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QBSEASON: SEASON TICKETS

Season tickets should be coded using computer-assisted coding as follows:

11.02.01 rail and underground season tickets
11.02.03 bus and coach season tickets
11.02.05 combined rail/bus season tickets
11.02.11 water travel season tickets
Exclude:

one day travelcards

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

OAP concessionary bus passes and permits
railcards; bus clipper cards

STATE school bus and train passes which are covered at QTRAVEL

Accept at QBSEASON but delete from QTRAVEL if entered there:

Season tickets for travel to PRIVATE school

Bus or tram passes to PRIVATE school
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QCREDIT
ChgAmt

1f DK Is coded at ChgAmt check CardBrnd for the name of the card and impute using
Money facts magazine, held by the supervisor, which contains a table of credit card details
by issuer and card name, including the annual fee,

QLOANSA

If in doubt refer to supervisor.
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this will have to be moved up by copying the answers in to the unwanted loan’s line of the
table before then deleting them from where they were originally. If the loan to be deleted
is the only or fast loan recorded, simply delete the answers. Remember to change the
answer(s) at AnyMore accordingly.

The coding frame is:

] Finance "a finance house"

2 Credit "credit union”

3 Secmort "second mortgage/mortgage on a second dwelling/mortgage not for
purchase"

4 Bankloan "bank for a PERSONAL loan”

5 Build "building society for a PERSONAL loan"

6 Employer " your employer as repayment of 2 loan"

7 DSS "DSS Social Fund"

8 Student "or repayment of a student Joan?"

A soft check will appear if QLOANS/Org is coded 6. If the informant's employer 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.

If there are two loans from separate sources in respect of the same article, both loans should
be coded as two separate agreements. The cash price should be apportioned between the
two.
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Loanrep
(i) If the last payment QLOANSA.Loanrep is not given and there is an
mterviewer note indicating that the informant has not actually made any
payments, the whole record should be deleted and Loanrep recoded if
necessary.
(i1) If the last payment is not given and there is no interviewer note or it is not
clear whether the informant has made any payments, refer to RO.
(i11) If the informant has agreed to pay £X in instalments but prefers to pay
variable amounts, accept amount paid last time at Loanrep.
(iv) If the outstanding deb 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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Litempur/PABLOAN

Items should be coded using computer-assisted coding. Special care is needed for the
following:

. Season tickets

Enter item code 11.02.01, 11.02.03, 11.02.05 or 11.02.1] at Litempur for season
tickets obtained from all organisations coded 1-6 at QLOANSA.Org (including
employers).

If the season ticket was npurchased within 12 months of the interview date. transfer
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the details to QBSEASON/Filter provided they have not already been entered at
this question.

. Vehicle loans

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
Motor cycle/scooter/moped

, (new or s/hand) 10.01.07

[f the loan is from an employer who does net 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
Motor cycle/scooter/moped

{new or s’hand) 10.01.04

Do not transfer to QTVEHZ.FiltérZ vehicles obtained from any of the
organisations at QLOANSA.Org.

. Repayment of student ioan (code 8 at Org)
Use code 14.04.07.
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. Wedding loans, home improvements not probed

Refer to supervisor inadequately probed loans. The interviewer should be contacted to
provide further details. [f this 1s not possible or productive, for wedding loans split the
loan to the following items;

35%  Contract catering 08.05.01
15% Women’s outerwear 06.01.02
5%  Men’s outerwear 06.01.01
5%  Jewellery 09.02.01
5%  Rental (equipment/services) 08.05.02
5% Flowers 07.07.03
5%  Car Hire ' 11.03.01
25% Holiday overseas 13.04.02
. Ensurance for repayment of loan

1f this is mentioned either at this question or at QBMEDINS, it should be apportioned
between the relevant items and added to the loan payments.

Supplier

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

LoanDHSS

A soft check will appear if QLLOANSA.LoanDHSS is coded 1. The amount shown at
Loanrep should be added to the appropriate benefit (usually income support, but see
WhichBen) provided it has not already been included at that question. Adjust the amount
for period code differences if necessary. If in doubt, refer to supervisor.

Abatement

If the Joan amount at QLOANSA.Loanamt is abated then all the other monetary entries
(ie loan payment, cash price, part exchange and down payment) must be abated by the same
amount or proportion.

AnyMore

In the event of an interviewer stating in a note that there was insufficient room to include
all items obtained with a particular Joan, refer to supervisor for a decision about how items
might be combined.
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DELETING LOANS

Do not delete any loans unless authorised to do so by your supervisor or by Research.

If you are authorised to do so, ensure that you delete all data relating to that loan including

the AnyMore. If the loan to be deleted is not the last loan recorded, you will need to move
(one of) the other loan(s) into its place, by copying the answers to all questions before
deleting them from where they were.

HIRE PURCHASE

QHP/HPFilt 1 and 2

1.

LR

If more than one item is purchased under the same agreement (described at Obt
or Obtain), and they have different expenditure codes, you will need to create a
new “agreement’ for each additional item, by changing AnyMore to yes. You
will need to duplicate some answers (eg when the item was obtained, and
apportion others between each item, ie the cash price, part exchange, down
payment and last instalment). Refer to supervisor for guidance on apportioning.

If the informant has agreed to pay £X in instalments but prefers to pay variable
amounts, accept the amount paid last time at QHP/LastPay.

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.

Abatement

If the cash price QHI’.CashHP is abated then all the other monetary entries ie part
exchange, down paynent and instalment (instalment for HPFiltl arrangements
only) must be abated by the same an:cunt or proportion.
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HOME IMPROVEMENTS:
QIMPROVE

. Grants from a local authority and refunds from an insurance company

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

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

Amount
How
LHP
Edit Checks

Checks introduced at variables QIMPROVE.How and QIMPROVE.LHP link these
retrospective recall questions with the loan and HP questions QLOANSA and QHP.

Example ]:

If at QIMPROVE.CHIFilt variubles QIMPROVE.How and QIMPROVE.LHP
are both coded 1, then therc must be an entry at QLOANSA for central heating
mstallation, and the loan should have been taken out in the last 14 months.

Exam}gle 2:

If at QIMPROVE.CHIFilt variable QIMPROVE.How is coded 2 and
QIMPROVE.LHP is coded 1, then there must be an entry at the hire purchase
questions QHP for central heating installation.

Note: with an HP agreement there is no date limit because it is the total amount paid in
instalments and deposit during the last 12 months that should be entered at these questions.

If the Joan or h.p. arrangement is missing, the interviewer should be contacted to
provide details of the loan or hp arrangenseat. If this is unproductive, refer to RO.
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DECFilt/
InsHasc

InsWillC
TWC Amt

A VY WiaLMAN

These questions cover insurance claims. Any problems with these should be referred to RO.

QHOUSEEXP

Editing

If the amount paid n the last 12 months is not known or if stamp duty, conveyancing or
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amount paid if any of it 1s being claimed as a business expense.

MoveFilt

Exclude:

e payments for second dwellings and "other” dwellings such as those belonging to
deceased relatives.

Date Prosluced @ 12 May 1999 Page 51



1998-99 : HOUSEHOLD QUESTIGONNAIRE
Coding & Lditing Notes Family Expenditure Survey

HOLIDAY QUESTIONS: QHOLIDAY

Business trips for which ali the travel and accommoeodation costs have been or will be
refunded should be excluded.

Package
This question applies to package holidays including self-catering package holidays. For the

purposes of FES a package holiday is one wiere the travel and accommodation are charged
for jointly and cannot be separated.

Hollns

If holiday insurance is not given impute:
If the holiday is in the UK:
£10 for each person paying a: the full adult rate (see HolAdR).
If the holiday is abroad:
£30 for each person paying at the full adult rate (see HolAdR}

i

Ensure that the imputed msurance does net exceed the amount paid at HolAdRam.

QBANK

These question now cover both bank and building society accounts.
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CurrType
CurrOth

A soft check will appear if Curr Typeis coded 3. Look at the name of the organisation given
at the text field CurrOth, check Money Factsto seeif itisabank or building society, recode
to 1 or 2 as appropriate at Curr Type and delete Curr Oth.

CurrType should be coded according to the status at the time of the interview.
The following former building societies should be coded as banks:

Abbey Nationd;
Chdtenham and Gloucester;
Alliance and Leicester;
Hdifax;

Woolwich;

Northern Rock;

Bristol and West.

S'vChgAm

If the amount at QBANK.SrvChgAm isnot given but a'DK" has been entereddo not impuite.

Date Produced : 12 May 1999 Page 53



1998-99 : HOUSEHOL D QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

STANDING ORDER/DIRECT DEBIT

QSTORD
Standing orders/direct debits may be arranged through a bank account, National Giro or a
building society account. If monetary amounts are missing try and resolve by asking colleagues,
eg. RAC and AA fees.
Code the expenditure of all standing order items, including any which are for items of
household expenditure aready recorded (eg rent, mortgage, council tax payments). Thereis
no need to delete these items.
Payments made through bill-paying firms should also be entered, but if management charges
are included they must be deducted and coded separately from the monthly/weekly payment.
Estimate themanagement char ge asfollows:-

Homewise  (£5.00 per month - code 08.05.02)

Secure Homes (£1.50 per month - code 08.05.02)

AnyMore

If an interviewer note states that there was insufficient space to enter al arrangementsrefer to
supervisor for adecision about how to combine payments/codes.
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GENERAL NOTESON EDUCATION QUESTIONS

QEDGRANT .Filter - QEDFEES3.Filter

1.

State grantswill exclude fees, these are paid direct to the educationa establishment by the Sate.
Grants from overseas governments or private sources in the UK will include fees.

Exam fees should be accepted at the relevant question.

Accept grants for items such as books, stationery, clothing, (exc clothing vouchers) travelling
expenses, insruments and maintenance of relatives.

If agrant is made by an employer for thechildren of an employes it should be added to the
sdary of the parent in the Income Schedule atQTEmpPay.PayAmt, QT EmpPay.Grosspay
(and QTEmpPay.UsNetPay and QTEmpPay.UsGroPay if answered), on a proportional
bass. For example, if the salary was paid monthly then 1/12 of the total value of the grant
should be included in the sdlary. Delete any entries aQEDGRANT .Filter but include the
grant (as a payment) at whichever is appropriate of QEDFEESL Filter, QEDFEES2.Filter,
or QEDFEES3 Filter.

If fees are paid direct by an employer for the children of an employee at
QEXPPAY .ItemType, these should be accepted at QEDFEESL Filter, QEDFEES2 Filter,
or QEDFEES3 Filter (whichever is appropriate) 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 QEDFEESY/Filter, QEDFEES2/Filter or QEDFEES3/Filter .

Parental contributions towards a grant should be included a& QEDFEESU/Filter or
QEDFEES3/Filter, under the parent's person number, and at QTAllow/AllType - code 6
(Income schedule) under the child's person number if the child is a spender. This applies
whether the parents and child are in the same household or not. Parenta contributions may
aso beincluded & QEDFEES2/Filter, if, for example, the child takes aleisure course as a part
of hisher educational course. Note that cash gifts above the value of the grant should be
excluded. Overseas grants should aso be shown aQTAllow/Alltype - code 6 (Income
schedule).

Gifts of money, including pocket money, over and above the amounts required for education
should be excluded from the 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 atQHComp.TypeEd and should aso be
shown as an employee in the Income schedule.
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QEDGRANT

Annval

AnnFees

1. If the amount of the grant at QEDGRANT.AnnVal (state) or QEDGRANT.AnnFees

(private or overseas) is not known, do not impute.

2. If QEDGRANT .PaidDir is coded nil, accept. If it is DK, enter the amount given at
QEDGRANT.AnnVal or QEDGRANT.AnnFees. If both these questions are dk then
QEDGRANT .PaidDir should be dk aso.

STUDENT LOANS.

QSTULOAN
BorEs
If dk impute from the figures below, using best judgement as to which stuation applies
(address, household composition, date of birth to determine whether likely to be a new student
from 9/98).

The student |oan rates are:

For existing students prior to 6/98:

Non-final year rate:

students living away from home: - London £2,145

- elsawhere £1,735
students living at parental home : - £1,325
Final year rate:
students living away from home: - London £1,565

- elsawhere £1,265
students living at parental home : - £970
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For new entrantsfrom 9/98

Non-final year rate:

students living away from home: - London £3,145

- elsawhere £2,735
students living at parental home : - £2,325
Final year rate:
students living away from home: - London £2,565

- elsawhere £2,265
students living at parental home : - £1,970

FEESFOR EDUCATIONAL COURSES:

QEDFEESUFilter

Fees for nursery schools should be included here.

FEESFOR LEISURE COURSES

QEDFEES2/Filter

Editing

If the amount of fees or private tuition paid is not known, refer to RO.
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BUSINESSREFUNDSTO EMPLOYEES
QREFUNDSFilter

This question applies to anyone who has received a refund from an employer in the last 3
months. Only business expenses of those who have been an employee during the last 3 months
should appear here. Any entries relating to self-employment or to those who have been
unemployed for more than 3 months should be deleted. Check the person’s employment status
or when they last worked as an employee in the Income Schedule if necessary.

Amounts refunded for business will be identified on the fact sheet. These notes &fer to

QREFUNDS, and to QTEmpPay.Mallusp, QTEmpPay.MileAll, QTEmpPay. MotEAmt,
QTEmpPay.HHoathlnc, Income Schedule.

If QREFUNDS is coded 1 a soft check will appear. Thisindicates that thereisarefund by an
employer and an abatement will need to be made. The refund details will appear on the fact
sheet.

Purpose

The purpose of the questionsiis:-

. To identify and abate al refundable expenditure.

. To adjust pay details so that they donot contain refunds (or alowances) for business
expenditure.
. To adjust pay details so that they do contain refunds (or allowances) for 'private

expenditure. These are regarded as a 'perk’ (and sometimes called ‘earnings
replacement’), and are, in effect, an addition to salary.

To achieve the purpose, it must first be decided whether the refund or allowance relates to
business expenditure or private (perk) expenditure.
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QREFUNDS/Filter (cont)

A. Business expenditure
The following types of refund/allowance should be classed adusiness expenditure:

. Car expenses

. Telephone expenses

. Lodging dlowance for a household member living part of the week away from
the household on business (but check that he/she is a household member)

. Subs stence dlowance

If a refund/allowance relates to BUS NESS expenditure

@) Adjust the amount to be refunded for period code differences and deduct it
from the appropriate HHD Schedule entry. The amount of expenditure after
deduction (ie the abated value) should be entered.

The 'Househdd' Schedule items which may be refunded are listed below:

Question
Rent QBRENTSRent
Council tax QBCTAX/CTamt/CTWat/CT Sew
Water/sawerage rates QWATER/WatAmt
QWATER/SawAmt
QWATERL/W SewAmt

Mortgage payment  QBMORT/MortPay
Insurance on structure QHINSR2/StrIPrem
Telephone QTELEPH/TdAcAmMt
QTELEPH/TeBgAmt
QTELEPH/TChAmt
QTELEPH/TdShAmt
Electricity QELECPAY/EACAMt
QELECPAY/EBBSAmt
QELECPAY/EChgAmt
Gas QGASPAY/GAcAmML
QGASPAY/GBBSAmt
QGASPAY/GChgAmt
Road Fund TaxQTVEHLVRTAmt
Vehicleinsurance QTVEHLCIAMt

QREFUNDS/Filter (cont)
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(i) If arepayment mortgage payment is abated,
theinteres QBM ORT/IntL 12M must aso be abated by the same proportion.

B. Private expenditure (perks)

The following types of refund/allowance should be classed agorivate expenditure (‘perks):

Rent alowance for firemen, police or prison officers

Regular meds

Expenditure on transport (other than on cars) to get to work
Household expenditure providedno part of the sampled address is used for business

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

@) Délete the entry fromQREFUNDS

(i) Do not abate any Household questions.

(ii1)_.On the Income Schedule:

a

QREFUNDS/Filter (cont)

If private dlowanceisindudedin pay details (QTEM PPAY/PayAmt,
QTEMPPAY/Grospay):

Do not delete the dlowance from the pay questions but delete it from
QTEMPPAY/Mallusp and QTEMPPAY/MiléAll,
QTEMPPAY/MotEAMt, QTEMPPAY/HHothinc, if recorded
there. Amend the 'lead’ questions if necessary.

If private dlowance is NOT included in pay detals
(QTEMPPAY/PayAmt, QTEMPPAY/Grosspay) adjust the
allowance for period code differences and add it to the:

- net pay QTEMPPAY/PayAmt.

- gross pay (if given) at- QTEMPPAY/Grosspay .

- usual net pay at QTEMPPAY /UsNetPay if QTEM PPAY
/ INA254 is coded 2

- usuad gross pay a QTEMPPAY/UsGroPay if c-
QTEMPPAY/INA254 is coded 2
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- Ddeteit fromQTEMPPAY/Mallugp and QTEM PPAY/ MileAll,
QTEMPPAY/MotEAmMt, QTEM PPAY/HHoathinc, if recorded
there. Amend the 'lead’ questionsif necessary.

Assume the private alowance (or perk) is tax free so do not calculate Tax or NI on
the allowances.
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MONEY GIVEN FOR ITEMS OF HOUSEHOLD EXPENDITURE BY SOMEONE
OUTSI DE HOUSEHOLD

QEXPGIVE/Filter

This question refers to cases where an informant isgiven money (cash or cheque etc) by aprivate
individua to pay for items of household expenditure.

Please note that QEXPGIVE gpplies wheremoney changes hands with the informant - the following
question QEXPPAY applies where someone outside the household haspaid money directly to a
company on behaf of theinformant e.g. to gas, electricity companies etc.

The following should beexcluded from QEXPGIVE:

. Money given by aprivate individua for ‘one-off' items.
. Money given by an employer, government agency or any other organisation.
. Money refunded by abusiness.

1. If QXPGIVE/Filter iscoded asoft check will appear. Check that the money given
to the household is aso shown at the relevant Household Schedule questions. Thisis
because the money has to be shown as income and expenditure since the household
did not necessarily spend the money on the item for which it was given.

2. If thereisanote at any of the Household Schedule questions indicating thet either the
whole or apart of the amount was refunded by someone outside the household, enter
the amount refunded at this question if it has not aready been given.
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ITEMS OF HOUSEHOLD EXPENDITURE PAID DIRECT BY SOMEONE OUTSDE
HOUSEHOLD INCLUDING DSS

QEXPPAY /Filter

This question refers to cases where the informant has items of household expenditurgoaid direct on
his behdf by aprivate individua or the DSS

The following should be excluded from this question:

Direct payments by a private individua for ‘one-off' items.

Direct payments by an employer, government agency (except for DSS) or any other
organisation.

Direct payments by abusiness.

Editing

Incomein kind.

If QEXPPAY /Filter iscoded 1 asoft check will appear. Delete the amount paid direct
if it isshown at the relevant Household Schedule questions. This is because they would
be shown asitems of expenditure by the household who has actudly made the payments.

The only exception to the rule given in the previous paragraph is in the case of direct
payments made by theDSS on behaf of informants who are receiving Income Support,
Income-based Jobseeker’s Allowance or some other benefit. The amount paid direct
should therefore be added back to the benefit and should also be shown at the relevant
Household Schedule questions. So in the Income Schedule it will count as income and
in the Household Schedule as expenditure. Income Support will be shown on the fact
sheets.

Note that, if rent and/or rates are paid direct by the DSS in the form of a rebate, the
amount paid direct shouldnot be shown at this question. Rent rebates should be entered
a QBRENTSHBenAmt.

If only apart of the expenditure is paid direct, then only the part paid by the informant
should be shown at the relevant Household Schedule questions.

If the amount paid direct isnot known delete the entry at this question and if thereisan
entry at the relevant 'Household' Schedule question, this should also be deleted.

ABATEMENTS
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If you abate items because of the refunds questions ensure that the relevant abatement marker question
iscoded "Yes'.
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1998-99 : Household Questionnaire

InterviewersInstructions- INDEX

BLOCK Description Page no
AcomType Type of accommodation occupied 11
Anymore Any other items purchased 52
Appeds Appeals against assessments 28
Band Price band of vehicle 45
Birth Date of birth 4
BorrAmt Amount originally bought 21
BuyY ear Y ear property bought 21
Carlns Vehicle insurance 44
Carpamt Cash price of vehicle bought 44
CD player (consumer durables) 39
CentH Do you have central heating? 41
Central heating Installation 58
Central heating Maintenance 58
Computer Home and persona computers 39
Consolidated loans 51
Consumer durables 38
Contrib. Amount of contribution paid 24
Council Tax Bands 28
CT0 No payment households 30
CTAmMt Amount actually paid 29
CTAnnua Annual amount paid 31
CTConDoc Consult documents re payment of 27
CTDisab Disabled person in housetold 29
CTDisc Council Tax discounts 32
CTLVChk Lower valuation band 29
CTRebate Council Tax rebate 33
CTWaAnn In Scotland, water chargeis included 31
DiarStat Child keeping ayouth diary 10
Discount M ortgage subsidy received 22
EAcCAmt Amount paid. 40
EChgAmt Charge shown on last hill 40
ElecPay Method used to pay for electricity 40
FiltSr Vehicle service in last six months 46
FlatType Type of flat occupied by household 11
Flexi-loans/consolidated |oans 51
Freezer (consumer durables) 38
Furnish Furnished/unfurnished property 16
GAcAmt Amount paid. 40
GChgAmt Charge shown on last bill 40
HBenefit Rent rebates/allowances 17
HBStmt Statement of benefit received 18
Hhid Who owns the property? 5
HOHNum Person number of head of household 5
HOHPrtnr Person number of spouse/partner of HOH 5
Household composition 4
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Family Expenditure Survey

InterviewersInstructions- INDEX

BLOCK Description Page no
HseType Type of house occupied 11
INAO11 Absent spenders 9
IntL12M Interest paid for last 12 months 25
Jump (tag) functions 1
Landlord Who islandlord of property 16
Leased etc., for private use (owned vehicles) 43
Lender Mortgage lender (bank , building society, etc.) 22
Liability Who isliable to pay the tax 27
Linsstyr Y ear when policy taken out. 35
Linstype Type of palicy. 35
ListPr Manufacturer's list price of vehicle 45
Litempur Purpose of loan 51
Livewith Living with partner. 5
L oanamt Amount of loan outstanding 49
LtResYrs Length of time at address 11
MarStat Marital status. 4
MemHId Spouse/cohabitee is living in household 5
Minstype Type of palicy. 36
MortCont Anyone other thanHOH pays mortgage 24
MortL eft Amount of mortgage outstanding 24
MortLen Number of years mortgage in force 24
MortName Who else contributes to the mortgage 24
MortPay Amount paid for mortgage 24
MortProt M ortgage protection policy 25
MortType Type of mortgage 23
Org Source of loan 50
OthAcTyp Other accommodation type 11
Other unusua schemes (eg) co-ownership etc., 15
Othwk Other work not servicing 46
Owners Owner occupiers of property 13
Ownrent Legal tenure of property 13
PayMeth V ehicle bought with cashcredit card etc 44
PayRates Rebate applied for 19
Period Codes Standard period codes 2
Person Code of person paying rental (TV question) 42
PetPriv Private use fuel 45
PurcAmt Cost of property 21
Q2NDHOME Second dwelling/home 56
QACCOM Accommodation 11
QBANK Bank/building society charges 62
QBCHEAT Central heating

QBCONDUR Consumer durables 38
QBCTAX Council tax 27
QBenDV Benefit unit of household members 10
QBHINSR Structural & contents insurance 26
QBLIFE Life insurance 35

Contents
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InterviewersInstructions- INDEX

BLOCK Description Page no
QBMEDINS Medical and other insurance policies 36
QBMORT Mortgages 21
QBRENTS Grossrent paid 17
QBSEASON Season tickets 47
QBTENUR Type of tenure 13
QBTV TV, VCR, satellite dish rental

QCHARGES Other accommodation charges 20
QCLUB Club credit, mail order, etc., 54
QCREDITC Credit cards 48
QEDFEES2 Leisure classes 67
QEDFEES3 Education fees for children outside household 68
QEDGRANT Education grants 66
QELECPAY & QGASPAY Electricity & gas

QEXPAY Direct payment of household expenditure 70
QEXPGIVE Money given for household expenditure 70
QFLIGHT Air flights 61
QHOH Relates to Head of household 5
QHOLIDAY Holiday expenditure 60
QHOUSEXP Moving house expenditure 59
QHP Hire purchase & credit sales 53
QHRels Relationships within household 6
QIMPROVE Home improvements 57
QLOANSA / QLOANSB Formal loans 49 - 52
Qnames Names of personsin household 4
ONIRT/QBRATES Northern Ireland rates 19
QPENSION Personal pensions 34
QREFUNDS Refunds from employers 69
QROOMS Rooms 12
QSCLMEAL School medls 65
QSCLMLK School milk 65
QSTORD Standing order and direct debits 63
QSTULOAN Student loans 66
QTEdAge Personsin full time education 7
QTEthnic Ethnic group of each household member 10
QTHComp Characteristics of household members 4
QTVEH1 - QTVEH4 Owned vehicles

QVMAINT Vehicle servicing, labour costs

QWELFMLK Weéfare milk 64
RebtCh Rent rebate coverage 19
Rent free People living rent free 14
Rentbar Rent less than rebate 18
RentHlday Rent holidays 17
RoomTyp Type of room(s) in accommodation 12
Satellite receiver/dish (consumer durables) 38
School Pre-school children code 10
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1998-99 : Household Questionnaire

Family Expenditure Survey

InterviewersInstructions- INDEX

BLOCK Description Page no
ServAmt Services included in rent 18
ServD Service documents 46
ServPy Cost recovered through insurance 46
Shared owners Shared ownership of property 13
ShRms Rooms shared in accommodaion 12
Starting the questionnaire 3
Strinc Premium included in mortgage payment 26
StriPrem Premium paid 26
TaxRelf Mortgage Interest tax relief 25
TEA Age completed continuous education 9
Telephone (consumer durables) 39
Tied accommodation Accommodation tied to occupation 14
TopUp Remortgaged or topped-up original mortgage 22
Tumbledrier (consumer durables) 39
TVLice Payment of licence fee 42
TVType Appliance renta 42
TypeEd Type of school 3
VehType Vehicle type other than car/van 44
Video recorder (consumer durables) 38
Washing machine (consumer durables) 39
WhoPay DSS payment of mortgage interest 25
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JUMP (TAG) FUNCTIONS

In order to move around the questionnaire quickly it is possible to jump to the beginning of
each block in the questionnaire using a special jump function. It isonly possible to jump to a
part of the questionnaire that has been answered. If you try to jump further than you have
answered in the questionnaire then the machine will ssmply take you to the last question for
which you have entered an answer. Or if you try to jump to a block that was not on the route
for your informant (eg the renter block when the house is owned) then the machine will
simply bleep once and you will stay at the same point from which you were trying to jump.

To use the jump function, hold down the <F3> key.A box opens on screen, headed * Search
Tag'. Underneath the words ‘ Tag to search for’, type the number of the Jump to which you
want to go and then press <Enter>. It is not possible to jump between the interview and
admin block.

Block Quedtion Jump No
QBMort BuyType 1
QBRents Rent 2
Qwater WaterPay 3
QBHInsr Filter 4
QBCTax CTBand 5
QPension Filter 6
QBlife Filter 7
Qteleph TeleP 8
QTVehl Filterl 9
Qloansa Filter 10
QHP HPFiltl 11
QlImprove Where 12
QHousExp  FeeFilt 13
QEdGrant Filter 14
QRefunds Filter 15
QTIStart | Switch 20
QTMainjb MtOneJob 21
QTempPay PayDat 22
QTSIfInc Intro 23
QHAdmIN SOCNow 30

Date produced : 12 May 1999

Page 1



Family Expenditure Survey

1998-99 : HOUSEHOL D QUESTIONNAIRE

Instructionsto Interviewers

PERIOD CODES

The standard FES period codes are:

One week

Two weeks

Three weeks

Four weeks

Calendar month

Two calendar months
Eight times a year

Nine times ayear

10:

13:

26:

52:

90:

o5:

97:

Ten times ayear

Three months/13 weeks

Six months/26 weeks

One year/12 months/52 weeks
L ess than one week

One off/lump sum
(EXPLAIN IN A NOTE <Citrl-M>)

None of these
(EXPLAIN IN A NOTE <Citrl-M>)
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STARTING THE QUESTIONNAIRE

Once you have chosen to open a questionnaire the first thing you are asked to do isto enter the
interview date.

StartDat
Here you will only need to enter the date that you first open the interview for this
household. The machine will accept a number 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 month and then 2 digits for the year.
So, for example you could enter 94 94 or 19 10 93.
If it becomes necessary to re-start the diaries show the new interview datein g
note Citrl - M.
WhoHere
Press <Enter> to move to the household grid.
Please note that the FES does NOT use the standard household
definition. The survey seeksto define ‘Expenditure Units'.
An ‘Expenditure Unit’ comprises:
One person or a group of people who have the accommodation as their
only or main residence and, (for a group of people):
(& sharethe living accommodation,
AND (b) shareat least one meal aday.
HomeChks

For the Interview, set Home Checks off HomeChks= 2.

Before signing off the case, HomeChks should be set to 1 *Yes. This launches
some further checks on the data collected, as a result of which you may need to
check details with the household. The Home Checks should therefore be run
before the final ‘pick up’ call.
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HOUSEHOLD COMPOSITION

ONames

Name

QTHComp

Birth

Mar Stat

This question asking for names is purely to make it easier to keep track ofwho
you are talking about as specific questions arise later in the interview. A first
name is sufficient, but make sure that each person's alocated name is unique to
avoid confusion when asking questions later.

On theFES ENTER:

HOH asPerson 1
Spouse/ Partner of the HOH as Person 2.

The FES uses the harmonised questions for characteristics of household
members, with some additiona survey-specific questions. The maximum number
of adults allowed is 10, the maximum number of people dlowed is14. (If there
are more than 10 adults, open anotherhousehold interview and open a note)

Ageis now calculated from the date of birth rather than asking age last birthday.
This method of collection alows more flexibility foranalysis as it is possible to
caculate age at other points of time than smply age at the point of interview.

In particular, it alows academic year to be calculated for children.

Theam isto obtain lega marital status, irrespective of anyde facto arrangement.
The only qudification to this am is that you should not probe the answer
'separated’. Should a respondent query the term, explain that it covers any person
whose spouse is living elsawhere because of estrangement (whether the
separation islegal or not).
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A person whose spouse has been working away from home, for exampleon a
contract overseas or in the armed forces, should still be coded as married and
living with husband/wife if the separation is not permanent.

If the spouse is not a household member code 2 atM emHId.

Livewith
Only respondents who are living with their partner in this household should be
coded as living together as a couple.
Y ou may codeNo without asking if al members of the household are too closdly
related for any to be living together in ade facto marital relationship.
Use code 3 for same sex couples who are cohabiting.
MemHId
Thisisan FES question to check whether the spouse/ cohabiteeisliving in the
household. Itisrouted if MarStat=2 (married) or LiveWith=1 (cohabiting).
Hhid
If there is more than one person in the household aged 16 or over, ask each:
“1n whose nameis the accommodation owned or rented?”
HOH
HOHNum
Enter person number of HOH.
On the FES the HOH should be Person number 1.
HOHPrtnr

Person number of spouse/ partner of HOH.
On the FES this should be Person number 2.
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QHRds
R[X] Y ou may want to introduce this section. A possible introduction is:

“There are alot of changes taking place in the make-up of households /families
and this section is to help find out what these changes are. I'd like you to tell me
the relationship of each member of this household to every other member.”

The section must be asked for al households consisting of more than one person.
Please ask in every case.
Y ou should not make assumptions about any reationship.

Tresat relatives of cohabiting members of the household as though the cohabiting
couple were married, unless thecouple are a same sex couple. For example, the
mother of a partner is coded as mother-in-law. For same sex cohabiting couples
the mother of a partner should be coded as ‘no relation’. Other relatives include
cousins, nieces, nephews, aunts and uncles.

You should probe on this question, but be sengtive. It may be that someone
described as a ‘son’ or ‘brother’ earlier is actualy a stepson or haf-brother.
Where possible, we want to know the true relationship. If you have doubts about
any relationship, record as much information as possible to alow changes to
coding later if appropriate.

Half-brothers/'sisters should be coded with step-brothers/sisters.
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QTEdAge

FtEd

Asked of all adults aged 16 or over.
Any informant who is registered as full time at an educational establishment
should be coded 1 at this question. If registered part-time code 2.

1.

2.

Apprentices should not be coded as receiving full time education.

Students on sandwich courses. When a person spends approximately half
the year as a full-time student and the rest of the time as a full-time
worker, code according to the position at the time of interview.

Full-time students who are also working

Any full time student who is aso currently working, (e.g. part-time work
during term, or a vacation job) should be entered as currently in full time
education provided that she intends to return to an educational
establishment the following term. S/he needs to be coded as an employee

or as self-employed in the Income questionnaire

Students under 16 attending a private commercia college (e.g. Pitmans)
should be coded 1.

If there is any doubt as to whether a person is ill in full time education
(such as having left school and being uncertain whether they are returning
to education next term or not) then check whether the parent/guardian is
gtill receiving child benefit for that person. If thisis the case then code as
dtill in full time education.
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TypeEd

4, Secondary school (state run or assisted) - includes all courses up to and
including ‘A’ level at state secondary or middle schoaols.

5. Non-advanced further edwcation/6th form/tertiary/further education
college - includes al course up to and including ‘A’ level taken at sixth
form, college, tertiary college or further education college, ie not a a
secondary schoal.

Courses up to and including ‘A’ level include:

A Leve

AlSLeve

Nationa Diploma (OND)

National Certificate (ONC)

RSA advanced diploma, advanced certificate,diploma
SCE, GCSE, CSE

GNVQs NVQs

City and guilds advanced craft or craft

BTEC Firg or General diploma

COTVEC: NationaCertificte, First or Generd Certificate, First or
Generd Diploma

Scottish Certificate of sixth year studies (CSY'S)

6. Private and Independent schools are those at which at least some pupils
pay fees. Thiswill include dl public schools in England and Waes and
private commercial colleges.

7. Higher education includes any full-time degree or other post A level
courses at university, polytechnic and institutes and colleges of higher
education.

Courses above'A' level include:

First degree (BA, BSc, BEng, BScEcon, LLB, MB,

MA (Scotland))

Higher Degrees (MS, MSc, PhD)

Teacher Training (BEd)

Higher Nationd Certificate

Higher National Diploma

Diploma of Higher Education

BTEC Continuing Education Certificate/Diploma

SCOTVEC Higher National Certifcate/Diplomain Higher Education
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TEA (age completed continuous education from infancy)

INAO11

This question is an important classificatoryvariable which correlates to earnings
potential. The age required hereis that a which the informant completed his or
her continuous education that started in infancy. It should not include any
continuous period of education which was taken later in life, eg as a mature
student.

Holiday jobs do not count as a bresk provided that the person intends to
continue with the course.  Similarly, do not count a gap year between leaving
school and going to college or universty as a bregk in continuous full-time
education (aslong asthere is some clear intention to continue education).

A sandwich course begun immediately after school finishes should be counted as
continuous full-time education.

Nursing training and similar vocational training undertaken while receiving a
wage are not part of the continuous education process for the purpose of this
guestion.

Absent spenders should be coded 2 and the reason for their absence explained in
anote in the admin block. Code 2 should also be used if a household member is
incgpable of completing a diary because they are mentdly or physcaly
handicapped.

The Income Section must be completed for all absent spenders.

M ake notes about difficultiesin obtaining proxy information.
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Schooal

Children who are a playgroups, kindergartens or nurseries where there is no
attempt at formal education should be coded 1.

Definitions of other types of school are covered at the instructions for TypeEd.

Diar Stat

Appliesto children aged 7 to 15.
Record if the child has agreed to keep a youth diary omot.

QTEthnic

Ethnic
We need to know what ethnic group the respondent thinks he or sheisin (or if

you are taking proxy information), what group the respondent thinks another
household member isin). Never attempt any judgement of your own.

BenDV

The program automatically allocates members of the household to Benefit Units.
Y ou need take no further action.
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BLOCK: QACCOM

Accommodation

AcomType

FlatType

OthAcTyp
Reference to ‘your accommodation” mean the accommodation occupied by the
household. You need to be careful when a householder rents out part of the
accommodation to another household. For example, the owner of a property
could live in the lower flat and another household could live in the upper flat.
When talking to the HOH in the lower flat, you need to make sure that he/she
only counts the accommodation occupied by hisgher household and not the
accommodation upstairs.

HseType
A semi-detached house is one of apair which are joined together. A house at the
end of aterrace must be coded 3 a HseType even if there are only three houses
in the terrace. Houses which are only joined by a garage (link detached) should
be coded as detached.

LtResYrs

Note that the question relates to theactual address rather than place (i.e. rather
than town). Record the length of time that the HOH has lived at this address.
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BLOCK: QROOMS

RoomTyp

ShRms

Rooms

A room must have four walls or permanent partitions. A permanent partition is
one which goes to the ceiling, this includes diding or folding partitions which go
across the room. An open-plan room with no permanent partition is therefore
counted as one room.

The question prompts separately for the number of:

bedrooms

kitchens (over 6 feet wide)
living rooms

utility and other rooms

Ensure that any room used for businessisincluded in the original tota of
rooms given at Rooms.

Include any room which is usable all year round.

Open plan = 2roomsif divided by diding/folding partition, otherwise 1
room.

Do not count - hdls, landings, and acoves.

Bedroom = any room used for deeping; there must be one or more.

A one room bedsit = 1 bedroom.

Any room used for cooking inis akitchen (except a bedsit).

Include dining rooms with living rooms. Sun lounges and conservatories
used all year round should aso be counted as living rooms.

Applies if there are other households at the address (OthHoLiv=1) or thereis a
formal arrangement to let or sublet part of the accommodation (Sublet=1) or any
rooms are shared with someone who is not a member of the household
(RoomSha=1).

The number of shared rooms is again prompted separately for the categories
listed at RoomTyp.
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Instructionsto interviewers Family Expenditure Survey

BLOCK: QBTENUR

Typeof tenure

Ownrent

This question is asking for the formal lega tenure of the HOH's household. If,
for example, the HOH is a widow living in a house bought by her son (in his
name) who is living elsawhere, she should be coded as living rent-free even
though she may regard herself as an owner-occupier. Smilarly, ahousehold

which is paying a contribution to upkeep but not a formal rent should be coded
as rent-free. This could arise, for example, if a parent lived in agranny-flat as a

separate household but paid a contribution to general expenses.

Owners

Only code people as mortgagors if they have a mortgage for buying their home.
Some people who have paid off their mortgage and are effectively outright
owners make an arrangement with the lender to continue to pay a small amount
of 'mortgage’ as payment for the lender for keeping the deeds. They should be
coded as outright owners.

People who own their home with alease are counted as owners. It does not
matter that they pay ground rent.

Shared owners

Shared ownership means paying partly for a mortgage and partly rent so that, if
the person moves, he/she will get some of the proceeds from the sale of the
property, according to how much of the origina cost has been paid off. Include
people who have paid off the mortgage portion. Owners who pay a service
charge should be counted as owners, not shared owners.
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Rent free

People who live rent free do not always regard themselves as doing so care is
needed in dedling with such cases.

The following types of case have caused problems. The correct coding is in
brackets:

- Someone living in a“granny flat” owned by her son in his name (private
renter living rent-free)

- Someone living in the property of a deceasedpartner which is held in
trust (private tenant living rent free)

- A divorced/separated woman living in the house owned solely by her
ex-partner who no longer lives there (rent free if owned only in
partner’s name; owner if the house is owned in the name of both

partners).

- Sometimes informants think they live rent-free when they do not eg.
people on full benefit who do not pay any rent to the landlord
themselves because housing benefit is paid directly by the DSS (rent).

Tied accommodation

People in tied accommodation should be coded here as renters (code 4) or rent-
free (code 5), depending on whether they pay any rent. This group includes
people whose accommodation goes with their job eg. Church of England
ministers, caretakers, army personnel, council tenants whose accommodation
goes with their job, some farmers. People in tied accommodation are classified as
private renters, irrespective of who they are renting from.
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Unusual schemes/arrangements

Co-ownership: thisisthe joint ownership of residentia properties (e.g. blocks of
flats) by a group of people who have formed a registered co-ownership society.
These schemes started in the 1970s but new legidation was passed in the 1980s
S0 that there should not be any more.

Housing co-operatives: code as renting from a housing association (code 4
here, and code 2 at Who is your landlord? below).

Housing Action Truds: these are set up by local authorities and the properties
rented are still owned by local authorities; their tenants are renting from a local
authority.

Rents to Mortgages scheme: these are schemes available to council tenants
whereby atenant has the right to buy a share of their home for roughly the same
price as the rent. These should be coded as Shared Owners at OwnRent and
'local authority' at type of landlord (below).

Private Sector Leasng - the Council leases private property for severa years
and lets it out to tenants. The landlord is the immediatelandlord which is the
local authority.

Home Income Plans and Retirement Home Plans - these are where outright
owners raise a loan on the security of the house for a regular income. They
should be coded as outright owners.

Schemes for Mortgage defaulters - In these cases the property reverts to the
lender and arent is paid instead of amortgage. These should be coded asrenters.
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1998-99 : HOUSEHOL D QUESTIONNAIRE

Family Expenditure Survey Instructionsto Interviewers

BLOCK: QBTENUR

Landlord

Furnish

Note that you should use the first code that applies. For example, the informant
may rent from alocal authority which is hisher employer. In this case, use code
1 whether ornot the accommodeation istied to the job.

Code 1 (loca authority) includes people renting from Housing Action Trusts.

The Housing Association category includes Registered Socia Landlords and
Housng Companies. Most Housing Associations are Registered Socia
Landlords. It is akind of umbrellaterm for HAs which are registered with theg
Housing Corporation. When councils transfer their stock they can transfer it tg
aHA or ahousing company.

Note that Housing Companies datefrom January 1998 and therefore would
berare.

Use code 5 only if the informant and landlord were friends before they were
tenant and landlord, not if they have become friendly since.

If property is let through an agent, thequestions refers to the owner not the
agent. If the informant does not know who the landlord is, use code 7 (other
private individud) rather than coding 'Don't know'.

Use code 1 if the accommodation has the basic necessities, even if the informant
thinks that the furniture is inadequate. Use code 2 if there was some furniture
provided (eg carpets and curtains) but not the basic necessities - you will need to
probe to establish this.
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BLOCK: QBRENTS

Rent

RentHlIday

Hbenefit

Here, the gross rent paid should be entered, i.e. the total amount of rent the
informant pays including components such as water rates, rates (in Northern
Ireland), or services such as heating, but after any rebates or Housing Benefit.

If the rent isin arrears enter the amount last paid even if this was a while ago but
open anote and give the date of this payment.

Enter O if the respondent pays no rent at al because a 100% rent rebate is alowed
or if al the rent is paid direct by someone outside the household.

Rent holidays are weeks, usualy holiday periods, when no rent is due. To dlow
for thisthe year’ srent is divided into 48, 49 or 50 instalments instead of 52.

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

Rent rebates are granted to those living in local authority accommodation and
rent allowances are granted to those living in privately rented accommodation.
Both benefits are means tested assistance given for housing costs.

Rebates are normaly deducted from rent ie the rent payable is reduced.
Allowances are normally received in the form of alump sum refund.

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

In order to obtain a rent rebate or allowance the tenant usualy has to apply to
the local authority giving details of rent and persona circumstances. Those who
recave Income Support will automaticaly qudify for maximum Housng
Benefit. For other claimants, entitlement to Housing Benefit will depend on the
amount of money they receive from earnings and DSS benefits and will take
account of savings of more than £8,000.
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Hbenefit (continued)

Rentbar

HBSImt

ServAmt

Mogt full-time students are not entitled to housing benefit although partners of
students, who are not students themselves, may till claim for the couple,

Rebates are not the same as the differential rent scheme in which tenants are
required to declare their income, whether or not they wish to apply for a
rebate/alowance. Thus in applying for a rent rebate/alowance, a tenant offers
income details voluntarily.

If & 100% rent rebate/Housing Benefit is received but water/sewerage rates and
other services are paid separately (i.e. not included in the gross rent charge), then
the amount here should be zero.

A check will appear if code 1 (before deduction) is coded but the amount at Rent
isless than the amount at HBenefit.

For people on Housing Benefit, the Council usualy sends a statement to show
how the amount of benefit was calculated.

Show the example statement. The statement (or Rent Card or other document
containing the details) should be consulted whenever possible.

If a statement from the Council or Housing Benefit is available then you are
routed to a series of questions which asks for amounts for services to be
recorded from the statement.

If no statement is available or Housing Benefit is not received then informants
areasked about servicesthat are included in the rent.

If a precise amount for services included in rent cannot be given, accept an
estimate rather than aDK.
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BLOCKS: QNIRT/QBRATES

RebtCh

PayRates

Northern Ireland Rates Questions

Northern Ireland renters who receive a rent rebate are asked whether the rebate
covered rent only or rent and rates combined. They are then routed past therates
guestions.

The principle involved in obtaining a rates rebate is the same for al forms of
tenure. The ratepayer must apply to the DSS or councilrates office for the rebate
and provide income details.

Rates rebates are received in three different ways:

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

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

3. The rebate is paid as a lump sum cash refundfrom the loca authority;
lump sum refunds can be paid more than once a year.
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BLOCK: QCHARGES

Other Accommodation Charges

Code 8 (any other regular payments) includes mooring fees for houseboats.

Exclude road charges (include in diary if paid during record keeping).
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BLOCK: QBMORT

M ortgages

The questions in this block are intended to provide detailed information on the pattern of
outstanding mortgage debt, which is an important element in calculating mortgage interest
payments for the RPI.

The questions cover details of current mortgages originaly acquiredfor the purchase of the
sampled accommodeation, includingthose which have been topped-up, and remortgages where
the original mortgage for purchase has been replaced by another.

Excludefrom QBMORT but enter at QL OANS:

A second mortgage taken out separately and with separate repayments
from amortgage for purchase.

A mortgage on asecond dwelling or former main dwelling.

BuyY ear

This should be the year this property was bought. If the respondent states that
the current mortgage was ‘carries over’ from a previous property, do not enter
the year the mortgage was originaly taken out on the previous property.
Technically as mortgages are secured on a specific property the old mortgage
will have been paid off and anew mortgage started.

BorrAmt
Enter the amount originally borrowed to purchase the accommodation, i.e.
excluding subsequent top-up loans. The amount borrowed will usualy be less
than the purchase price of the property.

PurcAmt

Informants who have occupied their accommodation for many years may be
unable to give a precise figure: accept an estimate rather thana.don't know.
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TopUp

Lender

Discount

Code 1. A remortgage is a hew mortgage on an existing mortgaged
property. It can be with the origina or a different lender. The purpose may be
to get a lower rate of interest from another lender or to release some of the
equity that has built up on the property since it was originaly purchased and
use the capital released for home improvements. There will be one set of
repayments only.

Code 2. A top-up may aso be cdled afurther advance. In this case the
borrower obtained additiona funds from the original lender, again usually for
home improvements. Although the lender may trest this as a separate loan, the
borrower will generally make a combined payment.

If a respondent has remortgaged and topped up the original loan, code 1
(remortgage), answer Lender, MortType and MortLen in respect of the
remortgage, and Mortleft as the amount outstanding on al mortgages for
purchase including top-ups.

Code 3: Include private loans.

If informants have re-mortgaged, the lender providing the re-mortgage, not the
origina mortgage for purchase, should be coded here.

If informants have two concurrent mortgages for the purchase of the
accommodation from different types of organisation, e.g. a building society and
an insurance company, code to the lender providing the larger mortgage and
open anote.

The current status of the lender should be recorded. Thus a building society
which has become a bank should be coded 2. If you areunsure about current
status open a note.

This question enables ONS to estimate mortgage tax subsidy. Some informants
who work for mortgage lenders, such as building societies, banks and insurance
companies, will have a mortgage on which the repayments are subsidised by their
employer.
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MortType

Code 1: Endowment M ortgage

An endowment policy is taken out with an insurance company either before or
a the same time as the mortgage, and it is arranged that when the policy
matures it will pay off the origina sum borrowed under the mortgage, i.e. the
amount of money received from the matured endowment insurance is paid to
the lender. The original mortgage amount remains outstanding until the policy
matures. In the meantime interest is paid on the total amount borrowed and
premiums are paid on the endowment policy.

Code 2: Repayment Mortgage
In this case the money borrowed for the purchase of the house is repaid over a
period of years, interest is also paid on the amount outstanding at the time.
Usudly the payments in any one year condst partly of repayments of the
original loan and partly of interest. As time goes on the interest part becomes
smaller.

Code 3: Penson Mortgage

A pension mortgage is Smilar to an endowment mortgage but is available only
to the saf-employed and those who are not in a company penson scheme.
Interest only is paid to the lender and monthly contributions are paid to a
penson plan which is desgned to repay the mortgage on retirement. In
addition, it is necessary to arrange a separate protection policy designed to
repay the mortgage if the borrower should die before the end of the mortgage
term.

Code4: PEP AND Unit Trust Mortgages

With a PEP Mortgage the borrower pays interest only to the lender and pays
monthly contributions into a Persona Equity Plan, which is designed to pay off
the loan. The PEP will usually invest in unit trusts and a mortgage protection

policy must be arranged

With aUnit Trust M ortgage the borrower pays interest only to the lender and
aso makes monthly investments in a unit trust savings plan. As stock market
prices rise, the lender may alow the borrower to pay off part of the loan. With
this arrangement, a protection policy is aso necessary.

Code 3. Details of the pension contributions should also be entered at
QPENSION.
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MortType (continued)

MortLen

MortL eft

MortPay

MortCont
MortName
Contrib.

Code 4. Payments into unit trust savings plans or PEPs should be entered at
QSTORD in the Household Questionnaire if paid by standing order or direct
debit, or in the Diary if paid during record-keeping.

Code 5. This applies if there are two concurrent mortgages for purchase, of
which one is interest only (i.e. endowment or penson) and the other is

repaymen.

If the respondents have re-mortgaged, enter the number of years since the
remortgage.

If the informants have obtained a further advance on the origina mortgage, enter
the number of years since theoriginal mortgage was obtained.

Enter here the tota outstanding mortgage debt, which will be shown on the
annual statement from the lender. In the case of repayment mortgages thiswill be
the amount of the loan less the amount of principal that has been paid off. In the
case of endowment and pension mortgages, where only interest is paid, the
amount outstanding will usualy be about the same as the amount of the original
or topped-up mortgage.

If there are two concurrent interest only mortgages enter the combined last
payment. In the case of a pension mortgage enter the interest paid to the lender
here and the contribution into the pension plan atboth QM ORT .M enPolam
and QPENSION/PensAmt .

These quedtions are intended to identify cases where members of the household
are individually contributing to the mortgage, and are routed only where the
household includes spenders other than the HOH and spouse. The questions are
routed for cohabitees. If individual contributions vary, enter the last contribution.
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IntL12M

TaxRdf

MortProt

WhoPay

Interest is required for the last year for which the informant has figures, but
should be as recent as possble. The information will normally be available on an
annual statement provided by the lender. The total mortgage interest on the
property should be covered; so where individuds are making separate
contributions towards the mortgage enter a combined total for the 12 months.

When interest is paid on a mortgage the borrower is usualy able to obtain tax
relief under MIRAS (M ortgage Interest Relief At Source) on the first £30,000
of the loan, unless that is for home improvements or purposes other than house
purchase. The standard rate of relief is 15%.

With interest only mortgagesthe interest payment will have been reduced by any
tax relief. With repayment mortgages the reduction will have been on the interest
element only.

This question is asked for al types of mortgage. Only read’ (Apart from any
endowment policies))’ if one or more has been entered at MenPol. ‘Or death’
appearsif thereisno endowment policy recorded earlier.

People with repayment, pension, PEP or Unit Trust mortgages usualy take out a
mortgage protection policy with an insurance company <o that in the event of
degth there is available a sum of money to pay off the outstanding mortgage.
This arrangement should not be confused with the endowment policy of an
endowment mortgage.

Following the 1994 Budget decison to delay Income Support entitlement to
mortgage borrowers who become unemployed, and the government's stated
intention that new borrowers should take out mortgage insurance cover for
events such as redundancy, this question covers any type of mortgage protection
policy. Policies to cover the mortgage in the event of death will continue to be
included, but so too will be policies which repay al or part of the mortgage in the
event of redundancy or long-term sickness.

Note that if a respondent has more than one mortgage protection policy,
details of each policy should berecorded separ ately.

DSSwill pay the mortgage interest payments of those on Income Support (with
savings below £8,000) on loans of up to £125,000.
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BLOCK : QBHINSR

StriPrem
Strinc

Structural and contentsinsurance

If the structural insurance premium isincluded in the mortgage it is acceptable to
enter the full annua premium if the informant is unable to give the monthly
payments - but please ensure that period code 52 is used aStrIPrem in these

cases.

A soft check appears if the structural insurance is included in the last
mortgage payment but the weekly value of the structural insurance exceeds

the weekly value of the mortgage payment.
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BLOCK : QBCTAX

Council tax

Council tax is based on the value of a dwelling and assumes two adults per household. The full
bill consgts of two equal elements: a property element and a persona element.  Status discounts,
which reduce or diminate the personal element of the tax, are available to single person and
certain other households. Council tax benefit is available in the form of rebates to those on
Income Support and others on low incomes. Disablement relief is available if there is a disabled
person in the household.

Liability
If the property is owner-occupied the owner (or joint owners) is liable for
payment of the tax. If the property is rented the tenant will generally be liable
provided ghelivesin it asamain residence.

CTConDoc

It is important whenever possible to refer to a bill or statement as this is an area
where many respondents have little idea about the details being asked for.

FES isinterested in themost recent payment (and all subsequent answers should
relate to that payment). If the new bill for 1998/9 has been received but no
payment has been made yet, don’'t consult the new bhill, try to get last year's
instead.
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Council Tax bandsfor propertiesin England, Scotland and Wales are asfollows.

England Scotland Wadles

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 +
There are two circumstances in which a band may not be entered:
Band not known
If the respondent is personally liable for the council tax (even though they
may pay nothing) and does not know the band enter “Don’t Know”. Do not
use the respondent’ s estimate of the property’ s value.
Accommodation not valued separately
If the accommodation is not separately valued for the council tax, enter “9”.
In certain accommodation, such as that which is multiply occupied like
bedsits, the landlord will be liable for the tax. The landlord may decide to
recover some or all of the cost of the tax by increasing rent charges and will
not be legaly obliged to identify the council tax component. In these
situations where the tenant is not personally liable for the tax, use code 9 to
indicate that the accommodation that the interview is concerned with is not
valued separately for the council tax.

Appeals

If an appedl is pending, enter the band shown on the origina hill.

If anew bill has been received following an apped, enter the new band shown on
the bill.
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CTdisab
CTLVChk

CTAmt

If a disabled person needs additional space or an extra room to meet specia
needs, the council tax bill may be reduced to that of a property in the band
immediately below the band shown on the vauation list. Note that no
disablement relief is dlowed if the property isaready in band A.

If the bill was applied to a lower vauation band because disablement relief was
alowed, enter the band that would have applied if disablement relief has not been
granted.

The payment entered should be the last council tax payment made by the
household. If no payment for 1998/9 has yet been made, accept the last payment
from 1997/8, even if the new hill isto hand.

If the respondent has not paid any tax for any reason then enter O and the later
questions will probe the reasons (except in Scotland - see below).

The owner of the resdence of a minister of religion will be liable except in the
case of the Church of England where the Church will be ligble. C of E stipends
will be reduced to reflect all or part of the council tax payment, and the pay of
ministers of other religions may also be docked to cover the tax. These payments
should be accepted as council tax payments.

Domestic Water Charge and Domestic Sewerage Chargein Scotland

In Scotland, the question includes the phrase in brackets - domestic water charge
and domestic sewerage charge should be included in this figure. On hills the total
annua amount payable for al three components may be identified as the ‘net
amount payable’ (which may then be divided into instalments).

Date produced : 12 May 1999 Page 29



1998-99 : HOUSEHOL D QUESTIONNAIRE

Family Expenditure Survey Instructionsto Interviewers

CTO0

Code 1. 100% Benefit/ combination of rebates/discounts=100%

Those on income support will generaly pay no council tax because they will be
alowed a 100% rebate/benefit. If no payment is made because a combination of
status discount and benefit is alowed equal to 100% use code 1.

Code 2 Exemptions
Only two classes of exempt dwelings will occur:

Accommodation occupied ONLY by students

If al members of the household are students the household is exempt but if any
member of the household is not a student a status discount may apply but not an
exemption.

Accommodation owned by the Ministry of Defenceasarmed forces
accommodation.

The MoD will pay contributions in lieu of council tax to local authorities. Pay
deductions for council tax should be treasted as accommodation charges, not as
council tax payments.

NB: a soft check will appear if CTO is coded 2.

Code 3: Notoboth

This code should only be used if

the respondents have never received a bill at this address,

the respondents have received a bill but have not paid it either because an appeal
has been lodged or they haveDEL IBERATELY decided not to pay the hill.

If the respondents have just moved to the address and have not got round to
paying it but will be doing so in due course, enter full detailsin anote.

Home check:
A home check will be generated if CTO is coded 3. Record the reason why no

tax was paid if this was made known; otherwise your note should smply state
“no reason given”.
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CTAnnual

At CTAnnua record the full amount payable for the year after any discount or
rebate. In Scotland, include the full water and sewerage chargesshown on the
annual statement: these will be before any status discount but we will take
account of that in the office edit.

CTWatAnn
In Scotland, at CTWatAnn
Include:
. the annual domestic water charge (before any status discount)
Exclude:
. the annual domestic sewerage charge
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CTDisc
The card covering discountsincludes:

Only one adult

aseverdy mentaly impaired person

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

student nurses

apprentices

YT trainees

care workers

Status Discount

The council tax assumes two adults per household. In certain types of household, where
there are not two people liable for payment of council tax, the bill will be reduced so as
not to penalise them unfairly. This is regardless of the income and assets status of the
household.

Be careful that the respondent does not confuse a status discount with Council Tax
Benefit. It is possible that both will apply €g when the household consists of a single
person on low income).

If only one adult lives in the dwelling the bill will be cut by a quarter. Thus a 25%
discount will usudly apply asingle person household.

Probe situations where respondents say that theyhave been alowed a status discount but

there is more than one adult in the household. If a student/student nurse/apprentice etc
lives with one other adult then a status discount of 25% will apply. However no discount
will apply if that person lives with two or more other adults.

50% datus discounts will be rare and will apply where the samples accommodation
includes only those in the above groups other than students who will be completely
exempt.

In Scotland, status discount is also alowed for Domestic Water Charge and Domestic
Sewerage Charge.

Soft check:

Various soft checks will be generated if the status discount expected does not agree
with the number of adults, Remember that the respondent’s answer may be correct
but please open a note if you suppress the warning.
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CTReébate

Council tax ben€fit or rebate is available to those liable for council tax billsvho are on
low income. The amount will vary according to levels of income and assets. People on
income support or income based JSA or equivaent levels of income will be entitled to
the maximum rebate of 100%, unless their accommodation is in bands F, G or H. In
those bands the maximum benefit is limited to that of band E in that area.

Be careful that the respondent does not confuseCouncil Tax Benefit with status
discount (see above). It is possible that both will apply (eg when the household consists
of asingle person on low income).

If mentioned by the respondent, include receipt of the one off extended payment of
Council Tax Benefit paid to people who return to work after a period of unemployment
as a lump sum payment covering four weeks. It has to be clamed separately from
ordinary Council Tax Benefit. Enter the full amount of the lump sum at Ctrebamt and
‘four weeks' at CTrebper.

Second adult rebate

. If a lidble person's income is too high to qualify for benefit in his or her own
right, s’he may be able to claim on behalf of other adults (except dependants and
lodgers) living in the same property who are on a low income. This will usudly
be in circumstances where the liable person might otherwise have received a
status discount. This type of benefit is called "second adult rebate”’ and should be
included at CTrebate.

If an appeal has been made

Enter the rebate which applied to the amount atCTamt.
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BLOCK : QPENSION

Filter

Per sonal pensions

This block covers pensions taken out by the sef-employed or by employees who are not
in a company pension scheme or who have opted out of it to set up their own personal
pension.

Sdf-employed retirement annuity premiums taken out before 1989 should be included
here.

If a respondent has a penson mortgage at QBMORT ensure that payments into the
pension plan are also recorded here.
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BLOCK : QBLIFE

Linstype

Code 1:

Code 2

Code 3:

Linsstyr

Lifelnsurance

Annuity

Thisis a means of receiving a regular income by paying alump sum into
an insurance company, which pays aregular sum in return. Annuities are
held usualy by those who are approaching retirement or who have now
retired.

Endowment

An endowment policy is paid out when the policy matures a an agreed
date or earlier if the insured person dies before the agreed maturity date.
A mature policy payment of this type can be in lump sum form or by
instalment.

Any house endowments relating to house purchase should be excluded.
If in doubt open anote.

Life/death
These are paid out only on the death of the insured person.

The year when the insurance was taken out must be recorded. An estimate, however
vague, is preferable to a "Don't Know". It is acceptable to group together the
premiums and enter them as one amount as long as the types of policy, the periods
of payment, and the person paying are the same.

If any life insurance policy is recorded in the diary check whether it is a first
payment. If it is not, ensure that details are entered atQBL I FE.
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BLOCK : QBMEDINS

Filter
Minstype

Code 1:

Code?2:

Code3:

Code4 :

Code 10:

Medical and other insurance policies

Per sonal accident includes

personal accident and fire
police group insurance

Private medical includes
BUPA, HCS, PPA, WPA contributions butnot one-off payments
for private medical treatment

Permanent health insurance or PHI is insurance to cover loss of
incomein the event of permanent health impairment.

Friendly Society policiesfor sickness include
Benevolent fund (unless stated to be a charity)
Buria club

Benenden Hedthcare Society (formerly the Post Office and Civil
Service Sanatorium)

Death Levy

Family Service Unit

Firemen's benevolent fund

Hospital Savings Association (HSA)

Medica ad

Mutud aid

Oddfellows

Friendly society life and endowment policies should be entered at
QBLIFE.

Other policies include

Medical Defence Union and similar policies designed topay legd
costsin the event of court proceedings.
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Excludefrom QBMEDINS

. apolicy to cover mortgage payments in the event of redundancy or
sckness (se.eQBMORT/MortProt)

. holiday insurance (seeQHOLIDAY)
car windscreens (include aaQTVEH1/CarIns)

. insurance payments on jewellery, cameras, electrical
goods, etc. (include at QBHINSR/StrIType code 3)

. car breakdown insurance (include atQSTORD or in the Diary)

. insurance covering the repayment of a loan (to be included at
QLOANS/L oanAmt)

If amedical insurance is recorded in the Diary check whether it isafirst payment. If
it isnot, ensure that details are entered atQBM EDINS.
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BLOCK : QBCONDUR

Durables

Satdlite

Video

Freezer

Consumer durables

Include items that are either owned by the household or available for use in the
informant's accommodation. Broken items not intended for repair should be
excluded.

With the exception of telephones, items available for communa use should be
included only if they can be used in the informant's accommodation - ie count a
shared vacuum cleaner that the informant can use, but ignore a washing machine
used in acommund laundry.

Usudly the items listed will be easly understood. However, there may be
occasions when they need to be precisaly defined.

Include people who have a satdllite receiver and subscribe to one or more
satellite channels even if they share asatellite dish with other people.
Exclude people who have a dish but do not useiit.

Video-recorder - a machine for recording televison programmes froma TV set
(in black and white or colour) for playback later, and for replaying pre-recorded
video cassettes. Exclude video-disc machines which cannotrecord programmes
fromaTV s, but only play back pre-recorded video-discs.

Deep-freezer - a separate chest or upright cold storage cabinet used for freezing
food for long periods of time.

Fridge-freezer - a two-compartment cabinet with separate doors one
compartment is designed for freezing food as in a deep-freezer, the other is an
ordinary refrigerator. Do not count as a fridge-freezer the freezing compartment
of an ordinary refrigerator.
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WashMach

Drier

Teephone

CdPlay

Computer

Include

Exclude

Washing machine- include automatics and twin tubs, but exclude boilers with a
hand agitator and separate spin driers.

Tumble drier - thisis a drum which dries by tumbling its contents in a stream of
hot air (unlike a spin drier, which merely gets rid of water by spinning); some
washing machines have a built-in facility for tumble drying, in which case code 1
for both washing machine and drier, but in most cases tumble driers are separate
machines.

A shared telephone in a public halweg is to be included only if the household is
respons ble for paying the account.

Compact Disc Player - this may be afree-standing unit or part of a ‘music centre
which has other audio functions as well.

Home compuiter - this should:

- have a keyboard

- be programmable

- have to be attached to adisplay (eg atelevision screen or a screen made
gpecidly for the moddl)

- home computers and persona computers (eg ACORN ,BBC, IBM-
compatible, APPLE), even if they are only used for playing games

- computers owned by sdaf-employed people and used for business
pUrposes.

- computers supplied by an employer which is aso available for

persona use.

- video games (not programmable and no keyboad),
e.g. Sony play station,
SEGA megadrive

- computer terminas (used for transmitting and receiving  information
processed on a remote computer)

- programmable calculators (have their own built-in display)

- computers supplied by a person's employer for work purposes and not
available for persona use.

Access to the Internet applies only to the home computer above.

Date produced : 12 May 1999 Page 39



1998-99 : HOUSEHOL D QUESTIONNAIRE

Family Expenditure Survey Instructionsto Interviewers

BLOCKS: QELECPAY & QGASPAY

EAcCAmt
GAcAmt

ElecPay

EChgAmt
GChgAmt

EChgAmt

Electricity/ Gas

Enter the last specified payment actually made,even if thisis a correcting payment
or pre-payment to avoid VAT. If it is the latter obtain an estimate of the period
that the payment is intended to cover.

If the respondent has only recently moved to an address and has not paid a bill
there, accept details of the last payment at the previous address, and explain in a
note.

If someone has no supply because they have been temporarily cut off code
according to last method of payment and open a note stating when this was.

The charge on an dectricity bill usualy appears as items marked "Sub Totd" and
on agashill asan entry marked "VAT".

Annua centra heating maintenance charges often appear on bills. They should not
be entered here but in blockQIM PROVE/CHMFilt.

In addition to those paying by budget scheme, those paying by account, other
method or where DSS are paying, are routed to the electricity charge question
unless a rebate was received. In these cases a soft check appearsf the amounts
for the last payment and the charge differ.

Please probe and open a note explaining why the amounts differ.
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BLOCK : QBCHEAT

Central heating

CentH

In multi-household blocks of flats the source of heating may be located outside
the sampled household's accommodation. If the informant does not know the
type of fuel used code 7.
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BLOCK : QBTV

Person

TVType

TVLice

Rental of TV, video recorder, satellite dish

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

The question covers renta of appliances and subscription to software.

If a payment at code 7 (cable tv including phone) can not be split between the
telephone and television components please open a note giving the total amount

paid.

Exclude
. payments for installation of a satellite dish
. ingtallation of cable TV

If the respondent doesn't know the last payment open a note giving the date
when the licence was last renewed.

Enter O if respondent currently has no TV and has made no licence payments in
the last 12 months.

Home check:
A soft check will appear if the amount is 0. Suppress the warning if no
licenceis paid but make a note.
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BLOCK : QTVEH1- QTVEH4

Vehicles
Filter 1 Filter 2 Filter 3

(OWNED VEHICLES)

Include at these questions avehiclewhichis:

. leased by a member of the household where the spender has entered into a
leasing contract and makes the leasing repayments, i.e. not a company car where
the business pays.

. used continuoudly, ie for private as well as business purposes, by asdf-

employed informant who owns his or her business and uses the vehicle as if
owned, athough the informant may state that it is owned by the company.

. being bought on hire purchase by informants through theM otability Scheme,
which is a registered charity enabling disabled persons to purchase a car at a
reduced rate.

Exclude avehiclewhichis

. used solely for business purposes, eg agricultural vehicles
. bought or sold as part of abusiness by a car dealer

. on short term hire for holidays, moving furniture, etc.

. not roadworthy and not taxed for that reason.

. hired through theM otability Scheme

Person

Enter the person number of the spender who pays the tax and insurance.
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VehType

Code 3. Motor cycle includes mopeds.

Code 4. Other motor vehicle includesinvdid tricycles

Carlns

PayMeth

Carpamt

A “people carrier” isanew type of vehicle with adesign somewhere
between a saloon car and aminibus.

Include

. insurance for damage to a windscreen
. payments for green cards or other insurance covering the use of household
vehicles oversess.

Exclude

. breakdown insurance
. insurance for hired cars

This question covers only vehicles bought with cash, credit card or with an
informal loan from a friend or relative. If al or part of the purchase was by
forma loan, hire purchase or loan from employer do not enter here but at
QLOANS or QHP.

Enter the full cash price of the vehicle required by the vendor before any
reduction made for part exchange or trade-in.
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Filter 4
(CONTINUOUSUSE)
Include avehiclewhichis

. a company vehicle owned by an employer or spouse's employer but which
the informant has use of at al times.

. avehicle being hired for a limited period (usualy three years) through the
M otability Scheme.

. avehicle owned by someone outside the household, such as a friend or
relative, which is on permanent loan to someone in the household.

Exclude

avehicle which is provided exclusively for company business, (ie) where
no private usage is permitted.

LigPr
Band

About two million people pay tax on company cars provided by an employer and
available for private use. From April 1994 the tax benefit on company cars has
been based partly on the manufacturer'slist price of the vehicle when the car was
first registered.

Because they have to pay tax on the benefit, respondents will probably know the
list price. If a precise figure is not available, key DK and ask Band. If
respondents cannot give a band we require the make and modd of the car and
the registration letter (or, in anote, the year when it wasfirst registered).

PetPriv Those earning more than £8,500 a year with company cars (about 800,000
people) are taxed on free fuel provided for private motoring.
Fuel payments for journeysto work areregarded as private motoring and should
be included.
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BLOCK : QVMAINT

FiltSr

Servd

Othwk

Vehicle servicing, labour costs

This question covers servicing of a vehicle in the last 6 months by a garage or
private individua. Generally, the respondent's definition of "servicing” should be
accepted. It will often include an oil change, replacement of brake and clutch
fluid, etc. but may well include replacements of parts and repairs: Include these if
paid as part of the service.

Documents showing the date of the last service should be consulted if available.
Respondents will not be asked for amounts if the service was more than three
months before the interview date. (The different periods at FiltSr and Servd are
at the request of Nationa Accounts.)

Make a note if any of the servicing cost was or will be refunded through
insurance.

This covers any amounts paid to a garage or private individua outside the
household on avehicle in the last three months, except at a service.

Include

. accident repairs not covered by insurance

. replacements of exhausts, tyres, etc.

. emergency breakdown costs not covered by subscriptions to the AA,
RAC, etc.

Exclude

. parts bought and fitted by the respondent
(covered as part of diary expenditure)
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BLOCK : QBSEASON

Season tickets

Filter

Where a season ticket is obtained with a loan it should aso be shown at
QLOANSA, and at QTemppay/RemAmt if aloan from an employer is being
deducted from salary.

Date produced : 12 May 1999 Page 47



1998-99 : HOUSEHOL D QUESTIONNAIRE

Family Expenditure Survey Instructionsto Interviewers

BLOCK : QCREDITC

CreditCd

Include

Exclude

AnnChg

Credit cards

Credit card account

A credit card account can be paid off totaly at the end of the month or
part can be paid and the outstanding balance paid off over severa months,
Interest will be charged monthly on the outstanding amount. The principa
credit cards are AccessMagtercard and Visa. The banks issuing Access
cards are Bank of Ireland, Clydesdale Bank, Lloyds Bank, Midland Bank,
Nationa Westminster Bank and Roya Bank of Scotland. The main Visa
issuers are Bank of Scotland, Barclays, Chase Manhattan, Co-operative
Bank, Girobank, Halifax and TSB.

Charge card account

Most charge cards such as American Express and Diners Club do not offer
extended credit and ask the cardholder to repay in full each month, and
interest is not charged. However Marks and Spencer chargecard is an
example of a charge card which isredly a credit card because it does offer
extended credit.

Shop and store card accounts

Shop and store cards offer similar arrangements to credit cards but are
generaly only accepted at a particular shop or group of shops and interest
rates are usualy higher than on bank credit cards.

Debit cards
Debhit cards such as Switch and Barclays Connect are the equivaent of

using cheques

An annual charge is payable on most charge cards and an increasing
number of credit cards.
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BLOCK : QLOANSA/QLOANSB

Formal loans
Filter
Include:
. flexi-loans or continuous aedit loans
. payments to debt collector (code as finance house loan)
Exclude
. anew arrangement where no instalments have yet been  paid,
even if the goods have been received
. overdrafts
. aloan repayment made under a court order (enter in Dary)
. aloan from afriend or relative (enter aQCL UB)
. all business loans including loans taken out to set up a business and
loans for business equipment
L oanamt

For flexi-loans and continuous credit loans enter the amount of credit that is
outstanding at the time of interview or, if thisis not available, a the date when
the loan was last consolidated.
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Org

Code 2

Code 3

Code 6.

Code 7:

Code 8:

Credit Union

A Credit Union is a group who save together on a regular basis and then
use the money built up to lend money to each other a a low rate of
interest.

Second mortgage
The determining factor in coding the loan as a second mortgage is that a
house is used as security for the loan.

Include

. a second mortgage with separate payments from a morgage for
purchase

i amortgage taken out on a property which was originaly
bought outright or inherited

. a Home Asset Scheme whereby part of the equity of a house is
used as security for abank loan

Exclude

. an origina mortgage for the purchaseof the sampled dwelling, or

aremortgage, which should have been covered aQBM ORT

Employer asrepayment of aloan
These will often cover season tickets, cars or moving house expenses

DSS Social Fund

Lump sum payments for items such as furniture or household equipment,
clothing, and some debt repayments may been made in the form of aloan
from the Socia Fund to those who have been receiving Income Support
for at least 26 weeks. The loan is repaid by direct payments or deduction
from benefit.

Exclude from code 7 community care grants, maternity payments and
funera payments which don't have to be paid back.

Repayment if sudent loan

This covers repayment of loans from the Student Loan Company in
Glasgow and certain other financid indtitutions. At Litempur it is
sufficient to enter student loan, for the amount at LcashP to equal
L oanamt, and for O to be entered atL partex and L oandep.
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Litempur

Please DON'T use vague descriptions as each item purchased has to be given a
code for RPI purposes. Open a note where necessary to give an
explanation of purchases, particularly in these cases:.

. Home improvements: state whether double glazing, built-in wardrobe,
conservatory, etc., and whether the work was carried out by a contractor
or wasDIY

. Wedding, anniversary or birthday expenses. state whether contract

catering; or if the household did its own catering record separately
amounts for car hire, food, alcohoal, hire of reception room.

° Disgtinguish between furniture and furnishings.

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

Flexi-loang'consolidation loans

Obtain details of what was obtained with the loan when it was last consolidated. If this cannot be
reconciled with the amount at Loanamt, obtain details of what was obtained before the last
consolidation. Open notes in complicated cases.

Open a note explaining residual amounts over £500 as we
would expect that respondents would be able to give some
information about large sums.

We shdl contact you to ask for clarification about any
inadequately described items.
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AnyMore

LOAN#..
[REMAINING SUM: £-]
Did you obtain any further itemsor serviceswith thisloan?

Checks are programmed to ensure that, for each loan arrangement, total
expenditure on all items, after down payments and part exchange, isthe same as
the amount borrowed.

A hard check will appear if the total amount spent at LcashP, Lpartex and
Loandep exceeds the amount at Loanamt.Check all amounts and amend as
necessary.

Another check will appear asking you to account for all of the loan if the
total amount spent at LcashP, Lpartex and Loandep is less than the amount
at Loanamt. Probe to find out how the residue was spent.
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BLOCK : QHP

HPFilt1
HPFilt2

CashHP
CashPrce

Hire purchase and credit sale

These questions cover hire purchase or credit sale agreements where the
respondent is making payments direct to the retailer/vendor. If the repayments
are being made direct to a loan organisation, such as a finance house, enter at
QLOANSA.

HPFiltl covers sStuations where insaments are being paid at the date of
interview.

HPFilt2 asks about any down payment on which no instalment has yet been
paid.

If a respondent has obtained goods under an h.p. arrangement but has neither
paid a deposit nor yet paid any instament, code 2 at both filter questions.

If the respondent is uncertain about the exact cash price and has no documentary
evidence accept an estimate.
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BLOCK : QCLUB

ClubFilt
ClubType

Code 1:

Code 2

Code 3:

Code 4:

Club credit, mail order, etc

Budget or option accounts

Holders of budget or option accounts are often issued with a card
that can be used at a number of shops, eg Readycredit card can be
used in Ryman and Top Shop.

Club run by shop

Payments to Chrisimas Clubs, savings clubs, book clubs, etc.
should be excluded. If you are in doubt describe the arrangement
fully in anote.

Mail order agent

If respondents say that they are agents for a mail order club and also
make purchases for themsalves, explain to them that only their own
repayments are required. Any payments or postage on behalf of the
club should be excluded.

Other mail order organisation Payments

Quite often it is difficult to distinguish between payments to a mall
order firm direct and payments to amail order agent. If an informant
dedls direct with the firm and receives no commission, it is a direct
mail order transaction.

Exclude

. mail order purchases where the full payment of the item
is made with the order - this is not a credit arrangement.

Page 54

Date Produced : 12 May 1999



1998-99 : HOUSEHOLD QUESTIONNAIRE

Instructionsto interviewers Family Expenditure Survey

Code5: . L oan from check trader
A check trader (or "talyman") cals on the purchaser to sall him or
her a check, which can then be used to buy goods such as clothing,
textiles, and small household goods in a number of shops. Some
retailers also issue checks. The largest check trading organisation in
the country is the Provident. Check trading is aso known as "shop-

acheck".

Code6: J Include loans from relatives and friends, loans from
organisations such as Friendly Societies, and legal fees being paid in
instalments.

GoodsRec

Only goods received by the respondent during the calendar month before the
date of interview should be entered here,regar dless of whether any payment has
been made for the items.
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TABLE : Q2NDHOME

Second dwelling
ScndHome

A Second Dwelling includes only permanent accommodation such as a holiday
home or town flat, fixed caravan or beach bungaow in which one can live

permanently and which has not been and will not become the main residence of a
household member.

Exclude

timeshares, both in and outsidethe UK

second dwellings which are rented out on a permanent basis
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TABLE : QIMPROVE
Impfilt
Home improvements and maintenance

These questions cover retrospective payments for central heating installation and
maintenance, capital improvements and decorations and repairs by a contractor or
other person. They are an important source of data on consumer expenditure for the
National Accounts branch of ONS.
Expenditure on materials bought by the informant direct from a D-I-Y Store, etc.
should be excluded but payments to a contractor for fitting such materias should be
included.

Amount

How

LHP

. If the payment is financed by aloan, the sum entered at Amount should be
the payment actually made to the contractor/vendor for the work, including
any cash down payment, in the last 12 months. Donot enter the total of the
repayments to the organisation granting the loan.

. If the payment is by hire purchase, the sum entered should be the total of
the h.p. payments, plus any down payment, made to the contractor/vendor
in the last 12 months.

Code 3 should be used atHow where the payment is by top-up mortgage or remortgage
and the repayments have been included in the mortgage payments at QLOANS /
MorlnPay or MorPrPay.

Thereisahome check if How is coded 1 (Loan) or 2 (HP)and LHP is coded 1 (Yes),
ietheloan or HP instalments are till being paid, to see that the agreement has been
entered at QLOANS or QHP.
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CHIFilt
Include
. initial ingtalation or total replacement of a centra leating system eg

whereawarm air system isreplaced by aradiator system.

. extension of acentral hesting system.
Exclude
. repairs which include partia replacement
(enter at CHMFilt).
CHMFilt
Include
. routine servicing and maintenance
. repairs to a central heating system
. mai ntenance contract payments, eg Gas Board schemes
DecFilt
InsHasC
InswWillC
. Insurance clams

Include at InsHasC any payment actudly received by an informant from an
insurance company which covers any mount paid to a contractor in the last 12
months.

Include at InsWillC any amount spent in the last 12 months which is being
reclamed from an insurance company but which has not been received by the
informant.

In rare cases where an insurance company sends out a chegue to the respondent
made out in the contractor's name, i.e. where the informant has not actually paid
anything, trest as a direct payment and exclude from these questions.

Page 58 Date Produced : 12 May 1999



1998-99 : HOUSEHOL D QUESTIONNAIRE

Instructionsto interviewers Family Expenditure Survey

BLOCK : QHOUSEXP

FecFilt

WhatFee

Amount

Transac

Code 3:

M oveFilt

Exclude

M oving house expenditure

These questions collect data for National Accounts about feesincurred in respect
of purchase or sale of property, failed property transactions, remortgaging and
second mortgages. Only residential property transactions should be included at
this question, not property used for business.

If the respondent can only provide an estimate for any or all these items, code as
combined fees.

If you are unable to separate stamp duty, land registry fees and/or loca authority
search fees from the total amount, 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 Kingdom and the payments arein £
gerling.

Fees for structural surveys where no property transaction is involved should be
coded 4.

Main = WhatHome

Other dwelling

Use this code where someone sellsaproperty  which they did not own but for
which they paid the fees, eg sale of a deceased relative's house.

Data about the costs of the moving and storage of furniture are collected for the
RPI.

payments for storage of furniture by an informant who is going overseas but is
not salling the property.
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BLOCK : QHOLIDAY

Holidays

These questions are an important source of information for RPl and Nationa Accounts on
holiday expenditure and insurance premiums.

Exclude from the holiday questions:

HolL ocn

Hpaymt

HolAdR

HolChR

Seplns

. holidays taken at an informant's holiday home

. holidays with friends or relatives where there is no payment made on a
commercia bass.

. timeshare holidaysin the UK or oversess.

Holidaysin the Ide of Man, Channd Idands or Irish Republic should be coded
2 (Other).

The amount paid should include any insurance paid as part of the package.

Record the number of people covered by the payment atHpaymt who were
charged at the full adult rate. This generdly, but not exclusively, will be those
aged 12 or ver.

Record the number of children, if any, who were charged at a reduced rate. On
some 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 premiums paid in he last 3 months which
cover a package holiday but which are not included in the package payment at
Hpaymt.
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1998-99 : HOUSEHOL D QUESTIONNAIRE

Instructionsto interviewers Family Expenditure Survey

BLOCK : QFLIGHT

Air Flights

These questions provide HM Treasury with information to estimate the effects of the passenger
duty levied on flights from UK airports from October 1994. The amount of duty depends on the
flight destination.

Include flights covered at the previous questions about holidays.

Include flights paid with Air Miles even if no actuad money has been spent. If unsure at
this point record the flight and make a note.
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1998-99 : HOUSEHOL D QUESTIONNAIRE

Instructionsto Interviewers

BLOCK : QBANK

Filter

CurrType
CurrOth

Bank/building society charges

The purpose of this question is to obtain domestic charges on norma
transactions on bank and building society current or budget accounts, including

accounts which yield interest

A number of building societies, such as Hdifax and Northern Rock have
converted to banks. At CurrType code according to current status or, if thisis
uncertain, code DK and enter the name of the company at CurrOth.

Include chargesfor
. cheque withdrawals
. standing orders or direct debits
. letters about overdrafts (but not interest on overdrafts)
. cash deposits (including wages).
Exclude
. charges on deposit and savings accaints
. interest charged for overdrafts or loans
. charges on bank credit cards

counter charges for cashing cheques.
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1998-99 : HOUSEHOLD QUESTIONNAIRE

Instructionsto interviewers Family Expenditure Survey

BLOCK : QSTORD

Filter

Standing order and direct debit

This question is intended to cover items paid for by standing order or direct debit
which have not been covered at previous questions. However, if you wish, you may
record all such payments as a means of checking the accuracy ofamounts given at
other Household Schedule questions.

If, when answering this question, the inbrmant provides information that was
missed at an earlier question, eg details of a loan, then ensure that the relevant
guestion isasked again and full details obtained.

If a payment is made to a credit card company by direct debit or standing order
make a note of the date in the month on which it is paid. Remind the respondent that
if the bill is paid during record-keeping, any interest shown on the account should be
entered on page 38 of the Diary.

Do not use abbreviations, such as AA, a this question. Also, in the case of
payments to organisations which are not nationally known, please describe fully the
nature of the organisation.
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1998-99 : HOUSEHOL D QUESTIONNAIRE

Family Expenditure Survey Instructionsto Interviewers

BLOCK : QWELFMLK

Welfare milk
Filter
Free milk isavailablefor:
. expectant mothers and al childrenunder school age in families in
receipt of Income Support, housing benefit, Family Credit, Income

Based JSA or in special need because of low income;

. expectant mothers who already have two children under school age,
regardless of family income;

. al but the first two children under school age in families with three
or more children under school age, regardless of family income;

. handicapped children aged 5 to 16 who are not atending an
educational establishment.
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Instructionsto interviewers Family Expenditure Survey

BLOCK : QSCLMLK

Filter

Howmany

Free school milk

If there is an occasiona, nomind charge made by the local authority, but otherwise
the milk isfree, include but open a note.

Free school milk is usudly supplied to children up to their seventh birthday
(eleventh birthday in some areas) at registered day nurseries, playgroups and State
primary schools or to approved child minders. For children with particular health
problems, milk may be supplied up to their sixteenth birthday or the allowance may
be more than one bottle or carton.

Bottles or cartons generally contain one third of a pint.
Therefore, 5 bottles aweek would be the usua answer.

BLOCK : QSCMEAL

Filter

School meals

Free school medls are supplied to children whose parents are on a low income. The
conditions governing school meals vary from one locd authority to another. Some
children from educationdly disadvantaged backgrounds mayreceive free meds up
to the age of 18. Exclude tuck shop purchases.
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1998-99 : HOUSEHOL D QUESTIONNAIRE

Family Expenditure Survey Instructionsto Interviewers

BLOCK : QEDGRANT

Filter

Education grants

Exclude top-up loans

BLOCK : QSTULOAN

Filter

BorEs

Student loans

The standard means tested grant has been frozen since 1991. A system of top-up
loans to supplement the grant is available to al full-time British students aged under
50. The loan system is administered by the Students Loan Company in Glasgow.
Students can draw the loan &l at once or in a maximum of 3 instalments for each
year of the course. Repayments on the loan do not begin until the student is earning
about £14,000 a year.

This asks for the respondent's estimate of how much they will borrow during the
current academic year. The maximum amounts for 1997/98 are:

full year (£)
final year (£)

sudents living away from home;
IN LONDON 2085 1520
ELSEWHERE 1685 1230

Students living at
parental home: 1290 945
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Instructionsto interviewers Family Expenditure Survey

BLOCK : QEDFEES2

L eisure classes

Filter

Include leisure or recreational courses which cannot be identified as vocational,
excluding driving lessons.
Examplesinclude:

. cookery, homemaking, handicraft, needlework

. dancing, music lessons,

. gportstuition, e.g. swimming, riding, judo classes;

. do-it-yourself classes, car maintenance;
. language courses, including those on tape/records and by
correspondence;
. one-day, weekend and summer schools; teach-ins;
Exclude
. membership subscriptions to societies, clubs, professona

asociations, etc. where no tuition isinvolved.

If leisure classes are recorded in the Diary check if they are first lessons. If they are
not, please ensure that they are recorded at this question if any payments made in
last 3 months.
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1998-99 : HOUSEHOL D QUESTIONNAIRE

Family Expenditure Survey Instructionsto Interviewers

BLOCK : QEDFEES3

Education feesfor children outsde 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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Instructionsto interviewers Family Expenditure Survey

BLOCK : QREFUNDS

Refunds from employers

Filter

If the informant has not worked for an employer in the last 3 months code 2 (No) at
Filter.
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1998-99 : HOUSEHOL D QUESTIONNAIRE

Family Expenditure Survey Instructionsto Interviewers

BLOCK : QEXPGIVE

Money given for household expenditure

Filter

This question refers to cases where the informant is given cash or a cheque by a
private individud to pay abill in part or in full

BLOCK : QEXPAY

Direct payment of household expenditure

Filter

This question covers cases where the informantdoes not receive cash to pay ahill,
but has the item paid on their behdf direct by a private individual outsde the
household or the Department of Social Security. An example could be where a

mother in the FES household has her rent paid for by her son who livesin a separate
household.

ExpAmt

If only part of the expenditure is paid direct, only the part paid by the DSS or person
outside the household should be included here.
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1998-99 : INCOME QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

CHECK FOR ALL SPENDERS

Check carefully to ensure that there is an Income Schedule record for each adultincluding any
absent spender. The variablel Start at the start of the Income schedule should be coded 1 for al
adults. If it is coded 2 for any adult, refer to supervisor.

ABSENT SPENDERS

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

There should be proxy information for them in the Income Schedule and a nil expenditure Blaise
diary. If an income record is missing (ie for any adult the variable Start at the start of the Income
Scheduleiscoded 2 - ‘later’) the casemust bereferred up.

Do not delete any income details in the Income Schedule for absent spenders. If there is an
allowance at QTAllow.Num.Alltype (code 1 - REGULAR allowance from a member of your
household who is TEMPORARILY absent) for one of the other household members, refer to
supervisor or RO for a decison on whether to delete the allowance in order to avoid
duplication of income. A check istriggered at Alltype if thereis such an alowance.

PERIOD CODES
Recoding Period codes 95 and 97

These MUST be recoded to one of the other valid period codes. They are identified on the
factsheet.

See the section in the household schedule ingtructions called Recoding Period codes 95 and 97
for full details of how to do this.
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1998-99 : INCOME QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

ACCEPTABLE DKS

DK may be accepted at the following income questionnaire questionsonly:

QTSIfInc/
QTSfIn2
Profitl provided WhyNoProiscoded;

Ownamt but refer to Research firs;
OwnOTAmMt but refer to Research firs ;

SEInc but refer to Research firs;

QTASSET  TesAmt
QTASSET  BldAmt
QTASSET  BkAmt
QTASSET  NtAmt
QTASSET  NsAmt
QTASSET  BOthAmt
QTASSET  OthAmt

GROSSWEEKLY HOUSEHOLD INCOME
Gross weekly household income is now computed in the Blaise program. See the section in the

Household Schedule editing instructions 1MPUTING VALUES USING GROSS WEEKLY
HOUSEHOLD INCOME’.

IMPUTATIONS

There are a set of questions at the end of the Income schedule about imputation and amendments
on this case.
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1998-99 : INCOME QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

HHEdFilt

This must be coded 1 if you have imputed or amended any amounts oneither the Household or
the Income Questionnaire except for the investment income questions where imputation is carried
out at separate questions. Also exclude abatements.

Include:

. imputations carried out by Research, a supervisor or another editor
. imputations of rent, etc using CIPFA

. imputations of council tax bands and amounts

. imputations using gross weekly household income

. imputation of pay, tax and N.I. using net to gross spreadsheet

. gplitting of combined benefits

Exclude;

. abatements where you have coded an abatement marker question

Code 2 at HHEdFilt if no imputations were done.
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1998-99 : INCOME QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

WhichHEd

If HHEdFilt is coded 1, code at WhichHEd the questions at which imputations were carried out.
If you did more than one imputation at the same question (e.g. you imputed two road tax amounts)
use the relevant code once only.

The coding frameis.
HOUSEHOLD QUESTIONNAIRE:
T | PP 1)
HOUSING DENETIL. ... e 2
Services INCIUded IN FENT .....ee e ee e 3)
WatEr/SEWETAGE ALES. ...t ettt et ettt e e e e e e en e e e 4
PUrchase price Of NOUSE. .. ... ..inieie e e (5)
Last mortgage rePaymMeNt. . .....c.e ettt et e e e e e e e eneans (6)
Mortgage protection POLICY ......eeneeeeii e eaas @)
Structural/CoNteNnts INSUFANCE ... euenieeee et e e aens (8)
CounCIl taX DANG .....e e e 9)
COoUNCHT TAX BMOUNT ... e e ettt ettt e e e e ea e e e (10)
CoUNCIl TaX FEDALE. ... e (1)
Year life insurance taken OUL .........ceeiiii e (12)
Amount of life INSUFANCE ......e e (13)
Last PRONE PAYMENT ... ettt e e e e ae e (14)
Last EleCtriC PAYMENT. ... .. et aeens (15)
EIECTriCItY CNArge ... et (16)
Last gaS PAYMENL. .. ...ttt ettt et e et e e a s @an
GBS CNAIGE. e ettt (18)
Central heating 0il @aMOUNT ... ..o e (19)
TV rental PAYMENT. .. ... e (20)
(T To N b PP (21)
VENICIE INSUFANCE ...t e e eaeas (22)
L0an INSTAIMENT ... .eee et aas (23)

INCOME QUESTIONNAIRE:

Tax deducted from emplOYEe PaY.......eeneeeii e (24)
NI deducted from emplOYEE PAY ... cueuineeeii et (25)
Superannuation dedUCTION .........c.ee et anas (26)
UNion TEES ABAUCTION .....eeeeeeee et neens (27)
Self-employed tax PAYMENT ... ..eeieee e (28)
Self-employed NI PayMENt..... ..o e (29)
REtiremMENt PENSION ... .eee ettt e e (30)
Severe Disablement AHOWANCE. ........cuiuiniei e (3D)
Disability Working AHOWANCE ........cuineiiiie e (32)
Disability Living AIOWEANCE ... ..eeiieei et (33)
Attendance AIIOWEANCE .....o.ini e (34)
JODSEEKEr'S AIIOWANCE ... . et (35)
[ a o0 g LT 0T o] o o] o PP (36)
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1998-99 : INCOME QUESTIONNAIRE

Coding & Editing Notes Family Expenditure Survey
Family Credit. ... oo e (37)
Incapacity Benefit......ccoeieieiiii e (38)
Maternity AHOWANCE .. ...t e e e e e e e aeas (39)
Other impPULEd QUESTIONS ... ... e ettt e e e e e e e e aeaas (40)
OtherHEd

If WhichHEd is coded 40 (other imputed) complete this text field giving the name of the
question(s) at which imputations were carried out.

EMPLOYMENT TRAINING SCHEMES- QTGOVSCH

ProgType

If ProgType is coded 10 (other scheme) accept it if from the description atPrgTypO you
arein no doubt that it is a training scheme. Refer to supervisor if uncertain. * Job Clubs and
other initiatives where careers guidance or assistance with drafting CV's or job applications
is given, or stationery, stamps, use of telephones etc are provided free, are not training
schemes and should be excluded.

TrainBen

If the dllowanceis DK refer to RO.
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1998-99 : INCOME QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

EMPLOYMENT STATUS-QTILO

Paidwork
Include:
. childminders
Exclude:
. mail order agents
. baby dtters

. one-off odd jobs
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1998-99 : INCOME QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

JOB DETAILS-QTMAINJB/QTSUBJB

Occupation coding (SOC)

Interviewers record job detailsin block JOBDES and code occupation in the admin block.
One soft check appears on al SOC codes. This states:

"Please check the following details. (SOC code) has beencoded into group (matrix group).
If thisis correct, suppress check to continue; else amend code.”

This check isfor interviewer use and generally you need to do nothing other than suppressiit.
However there are two other checks relating to SOC coding where you will need to take action.
Thefirst Sates:

"(SOC) is unlikely to be (an employee/self-employed). Please check above details. ENTER
to change SOC code.”

This check means that the employment status is wrong for the SOC code entered. Refer to the
SOC matrix, held by the editing supervisor, and amend the erors. If you cannot resolve
discrepancies, discuss with supervisor.

The second check where action is required states:

"Occupation code not valid. Press ENTER and recode.”

Here, you must consult the SOC coding booklet to find avalid code for the job entered.
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1998-99: INCOME QUESTIONNAIRE

Family Expenditure Survey Coding & Editing Notes

MTOneJob

EType

If an informant does adifferent type of work for more than one employer concurrently,
he/she should be coded as having more than one job atQTMainJb and QT SubJb. (If the

informant does the same type of work for more than one employer, e.g. cleaning, teaching
etc, he/she should be coded as havingone job. Also, if an informant does two different jobs

for one employer e.g. teaching and lecturing for the same local authority, he/she should aso
be coded as having one job.)

Respondents with more than one job should decide which istheir main job.

Director

Occasiondly adirector of alimited company, who islegdly an employee, may only be able
to give information in terms of self-employment, i.e. as profit or drawings.

In these cases the interviewer may have opened notes or will have codedEmpsat 1
(employee) and EType as one of codes 2-7 (self employed). If the respondentis a director
of a limited company, i.e. Director is coded 1, you will need to transfer the sdf-
employment income to the employee pay questions. For procedures see under ‘ Employee

Pay’.

EMPLOYEE PAY

QTEMPPAY (Main employeejab)
QTEMPPY 2 (second/third employeejob)

Page 8
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1998-99 : INCOME QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

Directorsof limited companies

For the purposes of the FES, a director of a limited company must be coded as an
employee, not as self-employed.

If the interviewer has entered DKs at the employee pay questions and opened a note
explaining that the director, dthough legally an employee, manages his affairs as a sdf-
employed person and therefore can only give information in terms of profit, impute the
profit figure as the gross pay amount atGrosspay. If no Nationa insurance or income tax

figures are given in the note, impute them (and the net pay atPayAmt) using the gross-net

Spreadshest.

If the respondent was dealt with as though self employed and went through the self-
employed income questions (QT SLFINC), then proceed as follows.

Note down the income (profit OR drawings/other income) and Nationa Insurance and
income tax payments given in the sdf-employed section. These may be at different
questions depending on routing. Be careful not to double count, by checking whether
amounts are included in, or deducted from, other amounts and aso adjust al figures to a
common period code. The figures can then be imputed in the employee pay section at
Grosypay, Tax, and NINO). The following steps may be helpful.

Note the gross profit figure Profitl, or PrBefore if this was answered) and how
many weeks this covered (SeWeeks).

If there is no profit amount, note the amount(s) atOwnAmt (monthly drawings
from the business bank account) andOwnOtAmt (other income from the business,
if any), or SEInc (income from the occupation if no figures at the other questions;
check whether monthly or weekly at the next questionSEINCWM ).

Note any Class 2 or Class 4 Nationd Insurance payments NIDAmt or
SENIRAmt, and/or SeNIAmt and/or SENIL Amt), adjusting them as necessary to
cover the same period.

Note any income tax payments (TaxDAmMt or SeTaxAmt), adjusting to cover the
same period.

change the employment status atEType to code 1 — employee.

enter the income, NI and tax amounts at PayAmt/GrossPay, Tax and NINO as
appropriate, being careful to adjust al to the same period, and using the net/gross
conversion spreadsheet to caculate any missing amounts.

If in any doubt as to what to do, which figurestouse etc, refer to supervisor or RO.
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1998-99 : INCOME QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

Net from Gross/ Grossfrom Net pay converson spreadsheet

‘Don’'t knows' at net pay (PayAmt), National Insurance (NINO), income tax (Tax) and gross pay
(Grosspay) should be imputed using the spreadsheet. Ensure that you use the right version
according to the respondent’s NI status. Use the ‘ Contracted-out’ (that is, of the State Earnings
Related Penson Scheme) tables for government employees, loca government employees and
anyone who has a deduction from pay for pension or superannuation. Use the ‘Not Contracted-
out’ tables for everyone else. Within each table, make sure the tax alowance code is the right one
for the respondent (dependent on age, marital status).

PayAmt
If the informant is employed in the U.K. but paid in a foreign currency the interviewer
should have entered DK and opened a note. The income should be converted to pounds
and pence using the current exchange rate.

PenDAmt
If superannuation amount is DK, impute as.
6% of GrossPay but use 1.5% for civil servants widows pension
or 8% of PayAmt (net pay) but use 2% for civil servants;

UnDamt
If union feesis DK, impute as £2 per week per period of last wage.
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1998-99 : INCOME QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

Deducts, PABDED

If there are deductions for either repayment of aloan from the employer or private medical
insurance, there should be corresponding entries at the appropriate household schedule
entries. If there aren’t, and there is no explanatory note, more information may be needed
from the interviewer.

There may be deductions from pay which need to be coded using computer-assisted
coding. The type of deduction should be typed in atDedOType (the interviewer will have
aready typed in a description) and coded using the hierarchical coding frame or look-up
function.

If there is a deduction for one of the items of expenditure below, a soft check will be
triggered if it is not aso recorded at the appropriate household schedule question. The
items concerned are: HP repayment, life/deasth insurance, sickness/accident insurance,
private persona pension and mortgage endowment policy. You should aso enter the
details at the appropriate household schedule questions. If more information is needed (eg
for an HP repayment) the interviewer may need to be contacted.

. Widows and orphans.

Codeto 14.01.06: do not transfer to other questions.

GrossPay

A soft check will appear if the net pay plus any deductions does not equal gross pay to the
nearest £5.00. The interviewer will have suppressed this check and opened a note to
explain what is on the pay dip. The editor should then assess what the payment may be for,
e.g. profit-related pay.

Occasondly, mileage dlowance will be shown on the pay dip as a component of pay,
separate from net pay and deductions. If it has been entered by the interviewer as a
deduction from pay add it to net pay and delete it fromDeducts.

If there is no satisfactory explanation for any discrepancy atGrossPay, refer to RO.
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1998-99 : INCOME QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

Paylnc
MileAll

If Paylnc is coded 3 (mileageffixed alowance) received and an amount for mileage
alowance included in the sdlary is shown atMileAll, a note will appear on the fact sheet
and a 'car sheet' message will appear on the screen. The editor should complete a car sheet
and abate any vehicle expensesin the HHD schedule and the DIARY .

If mileage alowance is received but that respondent doesnot have a vehicle, refer to
supervisor.

BonExtra

Include:

. bonuses for directors

. firemans and first aid bonus

. money received by a minister of religion for carrying out a wedding, funerd, etc. if
he isan employee.

Exclude:
. Shares in a company
. cash vaue of shop vouchers
. incomein kind
BoBAtax

If it isn't known whether the bonus amount is before or after tax, assume it is before tax if
the figure is rounded to the nearest £100 or £1000, otherwise assume it is after tax.

SELF-EMPLOYED INCOME
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1998-99 : INCOME QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

QTSLFINC
QTSLFIN2

General notes on the self-employed income questions

BusAccts asks if business accounts are prepared for tax purposes,

Profit1 will apply if BusAccts = 1 and will show profit/lossfigure;

Profit2 will show if previousfigureis profit or l0ss,

WorkAcc asksif separate bank accounts for work and domestic purposes are kept;

OwnSum asks about non-business drawings from the work account;

OwnOther about any other income from the job not drawn from a bank account;

SElInc gppliesif BusAccts = 2 or WorkAcc = 2 or Ownsum = 2 and asks about regular income
from the job;

Where no self-employed income is recorded interviewers should state what other source of income
respondents may have.

A refusa by a respondent will only be alowed at the questionOwnOther (do you receive any
other income from this business?)

As the routeing is complicated and can throw up hard checks it is advisable ether to consult the
documentation or refer to R.O. if there are problems with clearing them.

There is no change to the self-employed abatement procedures.

Sdf-employment

The term sdlf-employed covers informants who are responsible in their work only to themselves
and do not receive a wage or a sdary. Tax is not normally deducted at source but paid directly to
the Inland Revenue. Hence, directors and managers are employees of their own companies. For the
purposes of the FES a director cannot be self-employed (see instructions atEtype/Director and
Employee pay above).

A soft check will appear at SEBEXTyp to remind the editor to abate the items claimed for.
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1998-99 : INCOME QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

Profitl

If the informant does not know higher profit or has been self-employed for a very short
time the interviewer will enter DK and open a note giving details of any anticipated profit.
Income from a business start-up scheme should have been included in the profit already.

If the profit is more than £75,000 refer to supervisor who will notify client. A soft check
will be triggered in such cases, so there should be an interviewer note.

ProfTax
PrBefore

Occasionaly ProfTax will be coded 2 (profit is after tax) andPrBefore will be DK. Refer
such casesto RO.

WorkAcc
Ownsum
OwnAmt

These questions should only relate to money drawn from a business bank account for
persona/non-business use eg day to day living expenses. Refer up any cases where money
for business use has been included or if amounts seem unduly high or low and where there
is no satisfactory interviewer note.

If OwnAmt isDK refer to RO.

OwnOTAmMt

A refusd is acceptable here.
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1998-99 : INCOME QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

SEInc

If SEIncisDK refer to RO.
NIDAmMt
SeNIRAMt

If ‘dk’ impute the standard class 2 rate of £6.35 per week.

SeTaxAmt

If “dk’ impute using gross-net pay calculation spreadshest, based on the profit figure. If no
profit figure, use the income atOwnSum (plus OwnOtAmt if answered) or Sel nc grossed
up to an annua amount.

If SeNlinc is coded 1, ie the tax included a Class 4 (lump sum) National Insurance
contribution, refer to RO if imputation of tax is needed.

SeNIliAmt

If “‘dk’, iethetax included a Class 4 (lump sum) National Insurance contribution the
amount of whichis not known, refer to RO.

SeNiL Amt

Class 4 (lump sum) contributions in 1998-99 are payable at arate of 6% of profits between
£7,310 and £25,220 per year. If ‘dk’ impute as follows:

1. if Profitl islessthan £7,310, recodeSeNILump to ‘no’

2. if Profitl is between £7,310 and £25,220 caculateSeNiL Amt as
[Profitl — 7310] * 0.06

3. if Profitl ismore than £25,220, enter £1075
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1998-99 : INCOME QUESTIONNAIRE
Family Expenditure Survey Coding & Editing Notes

ABATEMENT OF SELF_EMPLOYMENT INCOME

SeBusExp, SeEBEXTyp

Generdly any informant who is sef-employed will be able to offset business expenditure
againgt income tax. The amount claimed and the item will be noted on the fact sheet.

Y ou should abate the relevant expenditure item by the percentage claimedunless

respondent is claiming vehicle expenses

an amount is given instead of a percentage
100% isclaimed

percentageis DK

For each of these situations, see ingtructions below.
Vehicles: general procedures

Which vehicle(s) to abate?

Decide which vehicle(s) isare to be abated at QTVEH1 (vehicles owned or privately
leased in the last 12 months) or at QTVEH4 (vehicles had for continuous use in last 12
months, including company cars).

Abate any vehicle(s) Sated in an interviewer note as being covered by the claim. Otherwise
do asfollows.

If thereisavehicleat QTVEH1 or QTVEH4 with no tax or insurance paid, assume unless
the interviewer has noted to the contrary, that this relates to the vehicle atSeBusExp and
do not abate any other vehicle. If thereisavan assume that is the vehicle to be abated.

If there is more than one vehicle of the same type aaQTVEH1 or QTVEH4 abate the
vehicle, owned or leased at present, with the larger insurance. If the vehicle is being
purchased with aloan the entry atQL OANSA may also need to be abated.

Page 16 Date Produced : 12 May 1999



1998-99 : INCOME QUESTIONNAIRE
Coding & Editing Notes Family Expenditure Survey

If the vehicle being abated has replaced another one sold in the last 12 months, the vehicle
no longer owned or leased should also be abated, if necessary.
If an informant claims on a vehicle owned/used by another household member proceed as
follows.

- the owner's car expenditure should be abated atQTVEH1/4

- the claimant's car expenditure in the Diary should be abated

What expenditure should be abated?

If there are car leasing payments recorded atL Amt refer to supervisor for a decision about
abatement. Those who own a car at present are asked atOwn whether they own or lease
their car and will have been askedL Amt and L perc in the Household schedule. In these
circumstances, the leasing payments should not be transferred toQSTORD or to the

Diary.

All vehicle expenses in the relevant person’s DIARY should be abated by the percentage
given.

In the household schedule, abate road tax, vehicle insurance, leasing payments, vehicle
sarvice (at QVMAINT.ServPy) and other work (QTVOTHW.Wktot) for the relevant
vehicle.

If the vehicle was bought during the last 12 months atQTVEH?2, also abate any road tax
or vehicle insurance included in the purchase price CpcTaxAm, Cpinsamt) at QTVEH1
(vehicles owned or privately leased in the last 12 months) or alQTVEH4 (vehicles had for
continuous use in last 12 months, including company cars). Do not abate the purchase price
or part exchange value by the percentage but abate the purchase price by the same amount
that you abate CpcTaxAm and Cpinsamt, if appropriate.

If the vehicle is being bought with aloan or on hire purchase, abate the last loan repayment
(QLOANSA.LoanRep) or HP instament (QHP.L pay).

. Amount claimed instead of a percentage

If an amount is clamed for a particular item instead of a percentage, adjust the amount
clamed (which should be an annua figure) to the same period code as that shown at the
appropriate HHD question.

If the amount claimed covers moie than one item, refer to supervisor for adecision.
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Family Expenditure Survey Coding & Editing Notes

Abating itemswhere 100% expenditureisclaimed for tax

Rent, mortgage, council tax, rates, water, structural insurance

If there isa 100% claim for any of the above items, the expenditurerecorded at the
appropriate HHD should not be abated by 100% but by an adjusted amount as
indicated below:

(a) Mixed premises excluding farms (eg shop/flat/house)

If any of the above items are claimed as a business expense they should be
abated according to the number of rooms used solely or partly for business
(seenumber of rooms calculation below)

N.I. only: if rates, or rent including rates are abated, the NRV should aso
be abated by the same proportion.

(b) Farms

Any amounts given for rates, NRV and dStructura insurance at the
appropriate HHD questions should be abated byonethird.

Where rent or mortgage payments are shown separately for the farmhouse,
they should aso be abated by one third. However, if payments include
farm buildings then refer to RO.
Water rates for agricultural establishments are normally too high for the
usua method of abatement to result in atrue domestic element. Refer these
to RO.

Carg/Vans

Where 100% is claimed al relevant vehicle expensesshould be abated to zero, i.e.

tax and insurance.

Fud (gas, dectricity and central heating oil)

Where 90% or more is claimed abate by 90%.

Page 18
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Telephone

Abate according to the number of rooms used solely or partly for business or by
onethird in the case of afarm.

. Abating itemswher e Per centage to be claimed not known
Rent, mortgage, council tax, rates, water, structural insurance

Abate by the number of rooms used solely or partly for business

CargVans

Abate by onethird.

Fuel (gas, etc)

Abate according to the number of rooms used solely or partly for business or by
onethird in the case of afarm.

Telephone

Abate by two thirds.
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. Calculating the per centage of rooms used for business

The percentage of rooms used for business =

Number of rooms used only or partly for business
Number of rooms used by household (excluding ‘other' rooms not used for business)

The number of rooms used only or patly for busnes is gven a
QADDRESS.OnBsRoom and QADDRESS.PtBsRoom. An adjustment has to be made
if rooms are shared (QADDRESS.RoomShar )

Rooms used by Roomsshared  Rooms used by
household or shared household
Total no. of rooms 9 2 (7+1) =8
Other roomsinc. other'
rooms used for business 2 1 (1+5) =15
'Other' rooms used
for business
(specified below) 1 - (1=0)=1

The number of rooms used by the household (excluding 'other' rooms not used for
busness)= 8 -15+1=75

In the above example, if one room is used only for business and one room is used partly for
business then the percentage of rooms used for business

=15 = 20%.
1.

ol
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The percentage cal culated should then be used to abate the relevant items of expenditure.

. If there are any 'other’ rooms used for business they should be specified at
BusRoom in Household Schedule.

. A room shared between two households counts as .5 of aroom.

. A room used partly for business counts as .5 of aroom.

. Noroomsareused ether soldy or partly for busness

Refer to supervisor for an estimate of the number of rooms used for business.

This should take into account the type of business, amount of profit, composition of
household by age and sex, and the total number of rooms. The maximum number of rooms
estimated should betwo.
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ODD JOBS

QTOddJ
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 commitment
includes any obligation to work for someone on aregular basis, e.g. Territorial Army.
No action unlessit 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
employee, subsidiary employee or self-employed questions as appropriate.

Refer doubtful cases b RO.

. Sudents holiday jobs

Holiday jobs should not be shown here but students should be coded according to the
Stuation at the time of the interview.
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BENEFITS

QTBENEF1 - QTBENEF5
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 more benefits
have been combined. The 'Benefit Rates table should enable the editor to separate and
transfer amounts to the respective benefits.
There are various checks on unlikely combination of benefits. If there is no satisfactory
interviewer note discuss with supervisor.

BNCardSl

JSAChk

This question reads:

There are two types of Jobseeker's Allowance. Isthe Allowance you have received:

CONTRIBUTORY, that isbased on your N.I. CONtribDULIONS..........cccovrereereereemeeseeseereeeee e 1
INCOME-BASED, that is based on an assessment of YOur iNCOME..........cccvvvrereereeeeivmereeseeseenenns 2
have you received BOTH types of Jobseeker's Allowance AT DIFFERENT TIMES

(LRt ST =S 2 010 110 3

If contribution-based JSA has been recelved any dlowance received should be included in the
NumWAks question for code 1.

If income-based JSA has been received any alowance received should be included in theNumWks
question for code 2.

Code 3 should only be used where both types of JSA have been received in the last 12 months.
Refer any interviewer notes on this code to RO.

Refer to RO any case where both JSA and Income Support are being received now. It is not
possible to receive both benefits at the same time.
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I ncome Support

If arespondent is repaying a Social Fund loan or DSS are paying part of their eectricity or
gas hill the relevant amount should be added on to Income Support. If the respondent is not
receiving Income Support refer to RO for a decision about whether this should be added to

JSA or some other benefit.

Family Credit

If Family Credit is paid as alump sum covering 26 weeks (6 months) transfer to BnCardT1
code 1.

Statutory Sick pay

There is a check if the respondent is receiving S but is not coded as being an employee.
Refer to RO.

Statutory Mater nity Pay

Thereis acheck if the respondent is receiving SMP but is not coded as being an employee.
Refer to RO.

Family Credit paid aslump sum

There is a check if BncardT1 is caled 1 and BnCard Sl is coded 3. If it seems that
instalment paid or lump sum paid Family credit has been duplicated, refer to supervisor.
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QTBENEF5

OthBnT1

If the text field at OthBnT 1 refers to Reduced earnings allowance, take no action.

If the text field refers to Child Support Maintenance or Child Maintenance Bonus, refer to
RO.

QTOthinc
Rentrec

Check at this question whether the person is making a living out of letting or sub-letting
property and if necessary transfer details to self-employed questions.

QTALTax

Dirtaxam
Dirtxram

Checks will appesr if the tax paid is more than £10,000 or the tax refunded is more than
£3,000. Refer up to supervisor who will notify client.
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TESSAs

QTASSET

Since January 1991 anyone over the age of 18 years has been able to open a TESSA
account. The maximum deposit for the first year is £3000 and £1800 for each subsequent
year up to five years.

From January 1996 investors may re-invest £9,000, but no more than that, from a fist
TESSA into afollow-on TESSA.

TesAmt
If TesAmt isDK, refer to RO.

TESSA income should be imputed usingM oneyfacts.

Building Society and high street bank accounts

. Imputation

If interest has been received or credited but the informant des not know the amount
(BldAmt or BKAmt = DK), refer to RO.

BldTax
BkTax

A check appears if BldTax or Bktax are coded 2 (before tax) but the respondent pays tax
on income elsawhere in the questionnaire. If there is no interviewer note recode
BldTax/BkTax to code 1.
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National Savings- Pogt Office - accounts

QTASSET

. Imputation

If interest has been recaived or credited but the informant does not know the
amount, refer to RO.

Other accounts

QTASSET
If interest has been recelved or cralited but the informant does not know the
amount (BOthAmt = DK), refer to RO.

Gilts, Stocks, shares

QTASSET

. Imputation

If interest has been recelved or credited but the informant does not know the amount, refer
to RO.

. if itisaNational Savings product consult FRS colleagues for look-up tables,;

. if the latest dividend rate cannot be calculated refer to RO;
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THE INCOME SECTION

| ntroduction

Information about income is essential if we are to make full use of the expenditure details you
have obtained. Therefore the £10 payment to each spender will be made only if we are given
full details of the household's income.

The income section of the questionnaire is repeated for each adult (aged 16 and over) in
the household.

The HOH and partner should, wherever possible, be interviewed together.

The Blaise instrument allows for all adults in the household to be interviewed
concurrently. However, because of the length of the interview, it may not be practical to
interview more than two or three people at the same time. We also leave it to your
judgement to decide how to arrange the interviews where there may be sensitivity about
discussing income details, e.g. young adults in front of their parents and vice versa.

Refusals at questions on monetary amounts arenot acceptable on the FES. The
interview must be terminated unless spenders can be persuaded to give the information.

The only exception to thisrule is that arefusal is acceptable at the questionrOwnOtAmt
in block d_SLFJB, although we would obviously prefer to have the information
requested. This question applies to the self-employed with separate business and non-
business bank accounts. The sequence of questionsis:

OwnOther “Apart from drawings from the bank/ building society, do you receive any
other income from this job/ business for persona use?’

OwnOtAmt  If yesat OwnOther
“On average, how much is that each month?’

Encourage respondents to look for wage slips, bankand building society statements etc.

to obtain precise figures. If documents are not available, estimates are usually
acceptable and are preferable to "Don't Knows".

An Income Questionnaire must be opened for allAbsent Spenders

***\What data collected?

*** Proxy interviews
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Concurrent Interviewing

Whol

DO YOU WISH TO CONTINUE WITH [NAME]?
(enter code)

1. Continue
2: Suspend

This question is used to organise the concurrent interviewing practice. By
saying that you wish to continue with two or more respondentsiit is possible to
ask several people the same question or group of questions together.

Alternatively, if one person has to go out, you can choose to 'suspendtheir
interviewing and continue with the other person. When they return, change the
code to 'continue’; the outstanding questions must then be asked.

NOTE

Onceyou have entered data after this screen you will not be ableto
change" Continu€" to " Suspend” at that screen for that spender.

Each adult in the household is assigned arow in the table in the lower part of
the question screen. The name of the person also appears above the question.

Please be car eful to enter responsesin the correct row of the table.

Pace 2
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The economic activity questions are designed to allow the FES to be analysed according to the

a. Economic Activity

internationally agreed definitions of employment and unemployment defined by the

International Labour Organisation (ILO). The questions are as close to those used on the LFS

asis appropriate for the FES.

Training Schemes (a_GovSchem)

GovtProg
ProgType

Government schemes are an important part of the employment scene nowadays.
Itislikely that people on the schemes will recognise them, and whether or not

they are government schemes. If they do not, then ultimately you should accept
the respondent's view of the situation.

Training for Work : Thisis open to those aged 18 - 59. The allowance is
£10 aweek more than Contribution based Job Seekers allowance.

It is designed to meet people’s needs either by offering an individually
tailored package or practical and direct training to help them acquire the
skills and experience needed to compete for jobs. Each trainee should have
atraining plan which was agreed at the start of his/her training and each
should receive atraining allowance on top of their weekly benefit.

Youth Training: Thiscan be delivered in awide variety of ways. It
focuses on unemployed 16 and 17 year olds and (generally) provides atwo
year integrated programmeof training, education, and work experience.
All those on Y outh Training now have the opportunity to gaina

recognised National Vocational Qualification, or credit towards one.

In many parts of England and Wales the responsibility for planning and
delivering Employment Training and Y outh Training has been contracted
to Local Training and Enterprise Councils (TECs). Two thirds of the
board of each TEC are private sector employers; the balance may be
leaders from education, trade unions, voluntary organisations and the
public sector. In Scotland, training responsibilities are carried out by Local
Enterprise Councils (LECs).
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a. Economic Activity

Work Trial: Run by the Employment Service, thisis aimed at the long
term unemployed. Participants receive up to 15 days work experience with
an employer in an existing vacancy, and provides them with an opportunity
to be recruited permanently. During the Work Trial participants receive the
unemployment related benefits to which they are entitled,and appropriate
expenses (e.g. travel). The employer is not alowed to top-up thisincome or
make any other payments. There is no obligation on the employer to take on
the participant after the trial not on the participant to accept any offer of
employment. The income for respondentscoded as being on Work Tria will
be picked up in terms of the usua state benefit(s) they receive.

Project work : This programme, for people who have been unemployed for
over 2 years, consists of a period of intensive job search help for 13 weeks
followed by, for those still unemployed, 13 weeks of mandatory job
experience. Those on work experience receive an alowance equal to their
benefit plus £10.

New Deal for 18-24 year olds : The New Ded started nationwide in April
1998. It is open to people in the18-24 age group who have been receiving
Jobseeker’s Allowance for 6 months or more. The aim isto help people to find
work and improve their prospects of remaining in employment. It is delivered
by partnerships between the Employment Service, loca authorities, voluntary
organisations, Training and Enterprise Councils (TECs) or, in Scotland, L ocal
Enterprise Councils (LECs) and private companies. Y oung people are required
to take part once they receive notification of a place.

The scheme provides a range of help conssting of the initial Gateway, then
one of four options, and a follow-through strategy. The different stages or
options are treated in different ways on FES, so those on New Dedl are asked
afollow-up question (NewDOpt).

Business start-up schemes operated by local training and enterprise
councils (TECs) or, in Scotland, local enterprise councils (LECs). Peoplg
on these schemes at the time of interview should be treated as self-
employed in the questionnaire. The schemes have replaced Enterprise
Allowance Schemes.

'‘Job Clubs and any other such places where dtationery, stamps, use of
telephones etc. are provided free are not training schemes and shouldnot be
included.

Paoe 4
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a. Economic Activity

ProgType

Work Trial (Code 4)
If the Work Trial ended during the reference week:

if the employer took the respondent on as an employee with immediate effect,
treat the respondent as working (not on a scheme): codeGovtProg as ‘ no’
and PaidWork as ‘yes (and record anticipated pay if necessary)

if no offer of employment was made, or an offer was refused, or an offer was
made and accepted but the employment was to begin after the reference
week: code ProgType = 4, and PaidWork as ‘ no.

NewDOpt

If Code 5 (New Deal for 1824s) at ProgType.
Ask “Which New Deal option was that?’
(CODE THE MOST RECENT OPTION)

Code 1: The Gateway. This is an initia period of counsdling, advice and
guidance from the Employment Service, in finding employment and improving
basic skills. Participants are still seeking employment outside the New Dedl
and do not receive an allowance. Usudly participants will have moved to
another option after 1-3 months.

Those on the Gateway option are routed to the questions about seeking worki
(starting from PaidWork).

Code 2: Employment option. This option consists of a private sector job
with an employer for up to 26 weeks. It usually becomes possible after 2
months on the gateway. Participants spend the equivalent of a day a week
in education or training, either with the employer or elsewhere.
Participants are paid a wage by the employer, who receives a subsidy in
return for taking them on. It is hoped that usually the job would be made
permanent after the 26 weeks.

People in this option should be treated the same as those working as an
employee. They are routed to PaidWork and should be asked the
occupation & industry and pay questions.
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a. Economic Activity

Code 3: Full time education or training option . This option becomes
possible after at least 1 month on Gateway. It is mainly for those without
an NVQ / SVQ level 2 or equivalent qualification. It consists of full-time
study on an approved course designed to lead to a qualification. Thig
option lasts up to 12 months.

Participants receive an allowance equal to JSA benefit and passported
benefits' (Housing Benefit, Council Tax Benefit etc.).The alowance should
be recorded at TrainBen. Include any discretionary payments for specia
clothing/equipment or exceptional travel costs. They should not be counted ag
receiving JSA in the benefits section.

People on this option are NOT asked the questions on seeking work.

Code 4: Voluntary Sector
Code5: Environmental task force

After 3 months on Gateway the participant may start on the Voluntary,
Sector or Environmental Taskforce options. These are a full-time work
placement including 1 day or equivalent per week on training and can last
up to 6 months. The work placement is intended to equip participants with
skills and work habits. The purpose of the Environmental task force is tg
contribute to the improvement of the local, regional or global environment,
The Voluntary Sector option aims to deliver a range of community
benefits, such asimproved relations or safety.

Participants on both options either receive a wage, paid by the provider of]
the job, or an alowance paid by the ES. The allowance is equivalent to
benefit, plus a grant of £400 divided into weekly/fortnightly payments.
Either way, the respondents should be treated as being on a training
scheme, not in paid work, and the wage or allowance received entered af
TrainBen. They should not be in receipt of JSA in the benefits section.

TrainBen

Perc519
Those on schemes areasked for the amount of allowance they received, except
those on Work Trial, where no alowance is paid. Note also that the first two
New Deal options - the Gateway and Employment Option are not treated as
government schemes, so TrainBen is not asked.
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a. Economic Activity

Employment Status (a ILO)

PaidWork

Awayfrom

Respondent’ s who are currently on a government scheme (na273=Yes) are
not asked the questions about economic activity.

Y ou should take the respondent’ s definition of whether they arein paid work or
not, but it must be PAID work.

“Paid work” means any work for pay or profit done in the reference week. It isto
be included, however little timeis spent on it, so long asit is paid. For example, it
includes Saturday jobs and casua work.

On the FES, however, doNOT count mail order agents or baby sitters as having
been in paid work, and exclude one-off/odd jobs - al these are dedlt with later. Do
however count childminders.

Self-employed people are considered to be working if they work in their own
business, professiona practice, or farm for the purpose of earning a profit even if
the enterprise isfailing to make a profit or is just being set up. Respondents on a
Business Start-up Schemeshould always be coded as working.

Training for nursesis now carried out under the Project 2000 scheme and as
such, nurses on this scheme should be classed asstudents, like any student
nurses you may encounter with more traditional arrangements.

Thisis asked in order to deal with any uncertainty that may exist in the minds
of people who were away from PAID work during the reference week (e.g. on
holiday, sick leave, career break, laidoff ,etc.)

If the respondent has been absent from their job for along period (e.g. career
break, long term sick etc.) only code Yesif there is definitely ajob for them to
return to.

Those who have a job fixed up but have not yet started working should be
coded 3 here.
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AwayFrom

a. Economic Activity

In cases where the respondent is unsure whether he or she actually had a job
the following points may behelpful :

Employees
For employees ajob existsif there is a definite arrangement between an
employer and an employee for work on aregular basis (i.e. every week or
every month) whether the work isfull time or part time. The number of hours
worked each week may vary considerably but as long as some work is done on
aregular basis ajob can be said to exist.

L ong term absence from work
If the total absence from work (from the last day of work to the reference
week) has exceeded 6 months, then a person has ajob only if full or partial pay
has been received by the worker during the absence and they expect to return
to work for the same employer (i.e. ajob is available for them).

Career Break
In some organisations employees are able to take a career break for a specified
period and are guaranteed employment at the end of that period. If a
respondent is currently on a career break they should be coded 1 here only if
there is an arrangement, between the employer and employee, that there will be
employment for them at the end of the break. Thisis not dependent upon them
receiving payment from their employer during this time. Thenformants opinion
of whether they have ajob to go back to should be taken.

Seasonal workers
In some industries (e.g. agriculture, forestry, fishing, types of construction,
etc.) there is a substantial difference in the level of employment from one
season to the next. Between 'seasons respondents in such industries should be
coded ‘No’ at this question. (However, note that the odd week of sick leave
during the working season would be treated like any other worker's occasional
absence and coded ‘Yes' here).

Casual workers
If arespondent works casually for an employer but has not worked for them
during thereference week, they should be coded ‘No’ atAwayFrom, even if
they expect to do further work for the employer in the future.

Company in liquidation
If arespondent isworking for a company that has gone into liquidation and is
being paid for that work, then code 1 (yes)if they are not being paid then enter
code 2 (no).

Paoce 8
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OwnBiz
ReBiz

L ooked
LookYT

StartJ

YNotLk

Empstatl

a. Economic Activity

There are people who may have answered 'No' at the paid work question
because they are 'unpaid family workers. These are people whose work
contributes directly to a business, farm, or professional practice owned or
operated either by themselves or by arelative but whoreceive no pay or profits
(e.g. awife doing her husband's accounts or helping with the family farm or
business).

Unpaid voluntary work done for charity, etc. should NOT be included.

'Looked for paid work' may cover awide range of activities and you should not
try to interpret the phrase for the respondent. All those looking for paid work,
including those looking for vacation or casual work, should be coded 1.

In the case of those 'looking for' a place on a government scheme the search
should be active rather than passive. In other words, a respondent who has not
approached an agency but who would consider a place if an agency approached
him or her should be coded 2 (No). Looking in the papers for vacanciesis an
active form of search.

We ask about being able to start work within 2 weeks because thisis an
important component of the internationally agreed definition of unemployment.

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

Do not prompt the categories. If, exceptionally, an answer covers more than
one coding category ask which is the main reason and code that one only.

In general, accept the respondent’s answer as to whether they are an employee
or self-employed. If there is doubt you should try to find out how they are
described for tax purposes or, if it is still unclear, check on their method of
paying National Insurance. Self-employed people are usually responsible for
paying their own National Insurance contributions while an employee's
contributions are usually deducted under the PAY E system.
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1998- 99 : INCOME QUESTIONNAIRE

Family Expenditure Survey Instructionsto I nterviewers

a. Economic Activity

Employees

An employee is someone who, at the time of interview, has an arrangement
with an employer (another person or an organisation) to work for the latter for
awage or sdary. This does not include informants who are on an employer's
books but who have not yet started work.

If someone is on the books of their husband's/wife's firm for tax purposes, they
should be coded as an employee, regardless of how many hours they work.

Directors
A director of alimited company isaways counted as an employee, i.e. asan
employee of hisor her own company. Employees arenot asked whether they are a
director of alimited company, in the job description section, whereas the saif-
employed are asked. See the ingtructions atDirector in (b) Job Description for an
explanation, and the definition of self-employment below.

Temporary absence from work
Employees who are temporarily away from work due to short-term illness or
accident, holidays, strike, etc. should till be coded as employees, aslong as they
have ajob to return to with the same employer.

Sandwich Student
If asandwich student has an arrangement to work for an employer, and is attending
college or university at the time of interview, he or she should be coded as an
employee.

Resident employees
e.g. au pairs, domestics, who are members of the household, should be treated as
employees.

Clergy
Church of England and non-conformist ministers should be treated as employees.
Jehovah' s Witnesses are trested as self-employed.

Occupational therapy
Informants who attend a therapy centre etc. for physicaly or mentally handicapped
should not be coded as employees. They should be coded ‘No’ atPaidWork and
follow through subsequent questions on economic activity.
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Instructionsto Interviewers Family Expenditure Survey

a. Economic Activity

Sdf employed

The term sdf-employed covers people who are responsible in their work only
to themselves and who do not receive awage or sdary from an employer. Tax
is not normally deducted at source but paid direct to Inland Revenue by them
(‘'Schedule D' gtatus). The salf-employed pay Class 2 (regular) and Class 4 (%
of profit over acertain level) National Insurance contributions.

Thefollowing are considered to be salf-employed: doctorsin private practice,
farmers, landlords who manage their own property, and people with recurring
freelance jobs such as musicians or journalists.

Directors
Directors and company managers are employees of their companies.

Number of hours
Self-employment can be for any number of hours, e.g. aslittle as one hour aweek,
provided that the job isregular.

Congruction workers
Building and other construction workers who are sub-contracting under the SC60
system (may be known as ‘on the lump' or *on the cards') should be treated as saif-
employed. These workers are usually paid awage by the contractor and have the
standard rate of income tax deducted from that wage. They are however
responsible for their own paymentof regular (Class 2) National Insurance
contributions.

Business Start-Up schemes
Informants on any Business Start-Up schemes must be coded as self-employed. All
the relevant self-employed questions should be asked and the allowance received
regarded as profit.

Mail order agentsand baby dtters
Mail Order agents and baby sitters shouldnot be treated asin paid employment
(PaidWork = No). Instead, their income is picked up separately later in the
guestionnaire. Childminders are treated as salf-employed and there are specific
questions concerning their income.
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1998- 99 : INCOME QUESTIONNAIRE

Family Expenditure Survey Instructionsto I nterviewers

a. Economic activity

Previouswork (a ***)

This section concerns those who are not currently in paid work, and establishes when they last
worked. If they have worked in the last 12 months they are asked about earnings prior to this.

There are three main routes through the section.

Ret12M
RetEarn

Regwork
RegWks

RegPay

Ever Wk
DtJbL

Retired respondents are asked if they retired within the last 12 months.

If s0, they are asked for their total earnings in the 12 months before they retired
(RetEarn).

Other (non-retired) economically respondents who are below pensionable age
are asked if they have done any regular paid work in the last 12 months.

If they have worked, they are asked for the number of weeks worked anctheir
usual wage/ salary after all deductions.

Thisis asked of respondents who are unemployed, of unpaid family workers
and of those who are economically inactive, of working age and have not
worked in the previous 12 months.

Those who have ever had a paid job are asked for the date when they left their
last job. If the day is not known, enter 15 if the month is not known, enter 6.
The correct year, or an estimated year should be entered.

Pace 12
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1998-99 : INCOME QUESTIONNAIRE
Instructionsto Interviewers Family Expenditure Survey

b. Job Description

Job details (b_MainJob and b_SubJab)

The questions apply to:

MtOnelob

Industry

current employees - who worked in the reference week or were
temporarily away from their job;

those currently out of employment who had ever had a paid job.

Exclude work as a mail order agent or baby-sitter.
Exclude one-off jobs which are unrelated to the respondent’ s usual job, BUT
include one-off jobs done as part of self-employment.

MAIN Job

Respondents with more than one paid job in the reference week should decide
themselves which is their main job. Only if they are unable to do so should the
Labour Force Survey criterion be applied: thejob which has the larger or
largest number of hours.

The answer should be the activity, not atitle or vague heading. It should be
noted that information on industry is necessary to distinguish between some
occupations at the detailed level.

If the respondent works mainlyin manufacturing probe for the main product
made and the main raw material used; for processing probe for the main end
product; for distribution the main product that is distributed and whether
wholesale or retail; and if the respondent works in an office, what activity the
officeis responsible for.

If arespondent is ateacher, but has another job during the school holidays,
teaching should still be coded as main job.

If the respondent is self-employed, their own type of work determines the
industry. For example:

acleaner employed by a cleaning contractor should be coded to the
cleaning industry;
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1998- 99 : INCOME QUESTIONNAIRE

Family Expenditure Survey Instructionsto I nterviewers

Industry

Sectl, Sect2

b. Job Description

a self-employed plumber working on a building site where the main
contractor isabig building firm should be coded toplumbing, not
building;

atypist working in an office on a building site and employed by an
agency should be coded tobuilding;

a self-employed typist working in an office on a building site should be
coded to typing, not building;

atypist working in an office on a building site employed by the building
firm should be coded tobuilding.

The aim of these two questionsis to distinguish those who work in the publicly
funded sector from those who work in the "private" sector. For this survey, the
public sector is defined as that owned, funded or run by central or local
government, and the "private" sector as everything else. Some respondents
may not be clear about the sector of their industry. The following are the
correct answers to some commonly confused categories:

Private sector includes:
public limited companies (plc)
private contractors, even if they work exclusively for the public sector
(e.g. some cleaning firms)
deregulated bus services
TECsand LECs (Training and Enterprise, and Local Enterprise Councils)
doctors and dentists whose practices are not mainly NHS

Non-private organisationsinclude:
charities and churches
schools (all types - most private schools are charities)
trade unions
doctor and dentist practices which are mainly NHS.

Code the respondents’ view unless it clearly contradicts the examples and
principles above; if, after discussion, the respondent still insists on the original
answer, code it and make a note.
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Instructionsto Interviewers Family Expenditure Survey

EType

Director

Manage

EmpNo
SENo

b. Job Description

This question gives informants a range of employment situations from which to
choose. Although some situations may overlap two codes, the question should
be single coded to thedescription which the informant thinks fits best. All of
codes 2-7 are types of self-employmentin terms of SOC coding.

Managers who are employees but, for example, run a branch of a shop should
be coded as 'employees not as working for themselves. If an error is made here,
it will become apparent when pay details are asked, and you may need to come
back to EType to recode.

By definition, a director is an employee, not self-employed. If a self-employed
person answers that they are a director, a soft check will appear and you should
check that the informant really does consider themselves to be both self-
employed and a director. If so, explain in a note.

In general, accept the respondent’'s answer, but note the following points.

A manager may manage other employees through supervisors or directly,
and may have a more general responsibility for policy or long-term
planning.

Foremen and supervisors have day-to-day control over a group of
workers whom they supervise directly, sometimes doing similar work
themselves.

Sometimes job titles can be misleading. For example, a 'playground
supervisor' supervises children not employees and so should be coded 3.
Similarly, a'store manager' may be astore-keeper and not a manager or
supervisor of employees.

We are interested in the size of the “local unit of the establishment” at which the
respondent works in terms of total number of employees. The “local unit” is
considered to be the geographical location where the job is mainly carried out.
Normally thiswill consist of asingle building, part of a building, or the largest

of aself-contained group of buildings.

It is the total number of employees at the respondent’ s workplace that we are
interested in, not just the numberemployed within the particular section or
department in which he/she works.
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Family Expenditure Survey Instructionsto I nterviewers

EmpNo
SENo

WorkYr

FtPtWk

b. Job Description

If arespondent works from a central depot or office (e.g. service engineer), the
answer is the number of people who work at or from the central location. Note
that many people who work from home have a base office they communicate
with. It may even be true of some people who “work at home” (e.g. tele-
commuter who retains a desk or some minimal presence in an office). If in
doubt, accept the respondent’s view of whether there is a wider establishment
outside the home that they belong to for work purposes.

For self-employed people who are subcontracted for any significant
(respondent’ s definition) length of time to work in a particular place (e.g. a
building site), that is their place of work.

For employees, we are interested incontinuous employment with the current
employer. Any previous separate spells of work with their current employer
should be ignored. If the respondent’ s company or firm changed ownership but
his/her conditions of employment did not change it should be treated as one
continuous period of employment. However, if the respondent was made
redundant and then re-employed by the new owners, then it would be the date
they were re-employed that would be entered.

If arespondent has a contract that is renewed, for example yearly, you should
take the respondent’ s opinion as to how long they have worked continuously for
their employer.

For self-employed people, we are interested in the length of time the respondent

has been continuously self-employed even if he/she has been doing different jobs
or running different businesses during that time.

L et the respondent decide whether the job is full-time or part-time.
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b. Job Description

Usual hoursworked (b_UsHrs)

These questions were previously asked in the relevant pay section (Employee pay details or
Self-employed income). Both groups are now asked about hours of work immediately after
being asked for details of their job(s).

Hours of work are only asked about the respondent’ sM ain job.

EverOT

TotUsl
UsHr

“Ever” means whatever the respondent takes it to mean. If the respondent is
unable to answer, refer to the last four weeks.

The words “which you would regard” are an important part of the question as
we are specifically interested in whether the respondent considers that they do
any overtime, not whether the employer would officially class it as overtime.

TotUsl is asked of those who do NOT do any overtime.
UsHr is asked of those who sometimes do overtime.

Record hours to the nearest whole number.

Accept the answer given. For example, for teachersit may very wellexceed a
basic 27 to 28 hours.

If the work pattern is not based on aweek, get an average over the last 4 weeks.

If the respondent has been off sick for along period, take the usual hours
worked before going sick.

If a person has started a new job in the reference week the usual hours should
relate to what the person expects them to be in the future.

For apprentices, trainees and other people in vocational training exclude any
time spent in school or other special training centres outside their workplace.

Self-employed people often find it difficult to give precise figures, It is
important, however, that we have information about their hours worked to
compare with the hours worked by employees. If necessary, encourage them to
work things through on a daily basis and get as accurate afigure as possible.
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Family Expenditure Survey Instructionsto I nterviewers

TotUsl
UsHr

POtHr

UOtHTr

AgreeHrs

b. Job Description

Respondents working on call

If someone states at the hours questions that they usually work 24 hours a day
because they are on call, the average number of hours actually worked should
be probed for. Identify how many hours were actually worked in the last weeks
and average these out to give aweekly total for usual hours. This should
include only those hours during which the respondent was actually working.
Therefore if, for example, arespondentwas on call all night, but was only
called out to work for two hours, the actual working hours for the night would
be two hours.

Include overtime hours only. When an employee works on some kind of
flexitime system, paid overtime should be registered only if no compensatory
time off is taken, When overtime is worked on a seasonal or irregular basis and
the respondent has difficulty in providing a usua figure, take the average over
the last 4 weeks.

Include hours worked at home, if paid.

Include unpaid hours worked at home (e.g. teachers preparing lessons) as well
as unpaid hours worked in the workplace.

The total number of hours (Usual + Paid overtime + Unpaid overtime) MUST
be agreed with the respondent. ThisisaHard Check.
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c. Employee Pay Details

Block ¢c_EmpPay covers pay for the main job as an employee. Themain job is defined in the
same way as at the job description questions (in b_MainJb).

The section on pay for subsidiary employee jobs is shorter than the section for the main job.
Up to 2 subsidiary jobs are covered.

The questions apply to:

PayDat

current employees - who worked in the reference week, were temporarily
away from their job, or were waiting to start a new job;

those out of employment who are under retirement age and whose | ast
main job was as an employee, and whose last pay date was in the
previous year.

Directorsof limited companies:

Some directors of limited companies, although legally employees, may manage
their affairs asif self-employed, i.e. they will take a profit (or loss) from the
company and will be responsible for paying their own income tax and National
Insurance contributions. In these cases proceed as follows in this block:

Return to EType in (b) Job Description and recode from employee to ‘other'.
Thiswill enable you to ask the questions about pay as though they were self-
employed, athough we will know from the answer toDirector that they are
legally employees.

If respondents cannot remember the exact day of the month on which they were
last paid (or will be paid) enter the 15th of the month.

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

The remaining questionsin the section apply only if the last pay date was
within the previous 12 months.
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Family Expenditure Survey Instructionsto I nterviewers

PayAmt

Dedchtfs

Deducts

c. Employee Pay Details

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

If anticipated pay is being given but details are not immediately available ask
the respondent to obtain as precise figures as possible before the final call Do
not leave the amount blank asthis may beinterpreted asarefusal and
lead to thergection of thewhole case. If details still cannot be given enter
DK and record details of income from the previous job in a note.

Employment outside the United Kingdom
Where the informant is employed abroad, be sure to record the currency they
were paid in. If thisis not £ sterling enter details in the note-pad.

Contributions under the payroll deduction scheme are deducted from
earnings when income tax is calculated and thus provide employees with
tax relief. Contributions may not exceed £1200 a year.

Code 4: Repayment of loan from employer
Home check
Y ou will be asked to check that the loan has been recorded at QLOANS in the

Household questionnaire.

Code 8: Any other deductions

The program allows for up to 5 *Other’ deductions. If there are more than five,
enter the details of remaining deductions at the 5th entry, and open a note to
give details.

The nature of the deductionsis needed by the editorswho code the
descriptionsto the FES coding frame. To help them, make the description
as complete as possible and do not useinitials. If items cannot be coded,
the case may bereturned to you for clarification.

Specify whether deductions forinsurance are for life, sickness or
accident.

Deduction for Benevolent Fund - is this a payment to a charity or some
form of insurance and, if the latter, what kind?
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GrossPay

Paylnc

HHO
HHOAmt

c. Employee Pay Details

Soft check

A soft check will appear if the net pay plus any deductions does not equal gross
pay to the nearest £2. Amend whichever variable isincorrect. Occasionally an
amount such as a bonus will not be reflected in the gross pay: in these cases
suppress the warning but make a clear note of what is on the pay dlip.

Statutory Sick pay (Code 1) isreceived by employees from their
employer for the first 28 weeks of sicknessin atax year. It isonly payable
from the fourth day of absence from work.

Statutory Mater nity pay (Code 2)is paid by an employer. The amount
depends on length of service, salary and hours worked.

Mileage allowance (Code 3) is a specified amount paid for each mile the
vehicleis used (e.g. 25p per mile). The mileage will vary from week to
week.

Fixed motoring allowance (Code 3) is a specified set amount per week or
month etc, paid regardless of the amount the vehicle is used.

Motoring expensesrefund (Code 4) covers items such as parking fees,
repairs, etc.

Fixed motoring allowance (Code 3)

If afixed or mileage allowance for a vehicle has been received, details of
refundable expenditure on petrol etc. which will be refunded via the allowance
paid should be shown in the diary.

The Blaise program allows for up to 3 refunds to be specified.

Record fully the type and amount of refund included in the last net pay. If a
subsistence allowance is received, only the partactually spent on food,
lodgings, etc. should be included at these questions.
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c. Employee Pay Details

Lvused

L Vtotal
These questions cover only luncheon vouchers used by the informant in the last
7 days which were supplied by the informant's employer.

Ina254
This question checks whether the last take home pay was the usual amount
received.

If not respondents are asked to give the usual amount received after
deductions (UsNetPay) and the usual amount before deductions (UsGroPay).
There is also achekc on whether the usual pay includesa allowance for
motoring (Mallusp/ MalinNP).

BonExtra
The question refers to bonuses such as Christmas or quarterly bonus, profit-
related pay, profit-sharing bonus and occasional commission.

Include:
honoraria (voluntary fees for professional services)
Profit-related pay (PRP)

Profit-related pay: Under qualifying schemes approved by the Inland
Revenue, employees may receive profit-related pay based on the
employer's profits for a profit period, in addition to the employees
earnings. For all profit periods from April 1991 the profit-related pay is
exempt from tax up to alimit of the lower of 20% of pay or £4,000. For
profit periods before April 1991 only one-half of the profit-related pay was
exempt from tax. Over 3.7 million people are in PRP schemes.

BobDesc

BonAm
The FES program asks for details (description and amount) for up to 3
separate bonuses received in the last 12 months.

BonUPay
Does the Usual net pay include any of this bonus or commission?
Note that this question refers tousual net pay.
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d. Income from Sdlf-employment

Block d_Sflnc covers income from the main self-employed job, Themain job is defined in the
same way as at the job description questions (inb_MainJdb).

The same section on income from self-employment is asked for up to 2 subsidiary jobs.

It is often difficult for self-employed people to give precise details about
their income but please try to complete these questions as fully as possible.
The guestions on self-employment income were reviewed afew years ago
and some changes made:
() to reflect better how people describe their employment situation,
(i)  tomakeit clearer to informants the figures that are required, and
(i)  toreflect the fact that a group of the self-employed (particularly
sub-contractors) have pay arrangements similar to employees.

There are two separate users of the FES data: the economic modellers
who use the profit and loss information, and other analysts who are
interested in the current income situation.

JobBus
“Can | just check, do you think of yourself as having ajob or a business?’

This question is for your convenience as it will enable you to ask subsequent
guestions using the description most applicable to the informant.

The questions are meant to cover each job separately but if someone’s
occupation is piecemeal and involves different pieces of work being done
sequentially or simultaneously, perhaps for different people (e.g. a handyman,
gardener) it may be treated as one job as long as the work is al of akind and
accounts are not kept separately for the different activities.

BusAccts
If profit and loss accounts have been prepared but not yet submitted to the
inland revenue, code yes. The question refers to both accounts prepared by the
informant or an accountant.

Sole

PartDisp
It isimportant to record only the informant's share of income from the business
in the following questions, NOT the total for the partnership.

Date nroduced © 12 Mav 1999 PaCIe 23



1998- 99 : INCOME QUESTIONNAIRE

Family Expenditure Survey Instructionsto I nterviewers

SE1, SE2

ProfDocs

Profitl

WorkAcc
OwnSum
OwnAmt

d. Income from Sdlf-employment

The most usual period for accounts is 12 months. A common error is to enter
13 monthsinstead of 12. There is achecks for unusual time periods.

Because self-employed accounts contain severalfigures which refer to profit
and loss, it isimportant that, wherever possible, you ask that documents are
consulted. The most informative document is the Inland Revenue notice of tax
assessment (Form 300 CODA or SHIP). A completed CODA isincluded in the
instructions.

If no documents are available it isimportant to try to obtain as accurate a
figure as possible.

From Form 300, enter the figure shown on the example given.

From business accounts, enter the figure labelled 'AdjustedProfit*/Loss. If that
is not shown, use the figure labelled 'Net Profit/L oss.

From the Self-employment section of the Tax Return, enter the ‘ Total Taxable
Profit’ from box 3.89'.

If no accounts are available then the figure recorded should be AFTER all
expenses and wages, but BEFORE deduction of Income Tax and NI.

The allowance received by those on business start-up schemes should be
included when calculating the profit - in some cases the allowance (which
usually isfrom £20 to £90 aweek) may be the only profit.

The purpose of these questions is to get a picture of current income from self-
employment. They ascertain how much money is being drawn from the
business for the personal use of the informant and their household. Money
drawn solely for business purposes should be excluded as should, where
possible, business el ements of domestic hills.

It is appreciated that the figures given here will have to be estimates. If a
business has been in operation for less than ayear, give the average over the
length of time that the business has been operational.
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OwnOther
OwnOtAmt

SEInc
SEIncWM

CheckTax to

ChkIncom

SeNIReg
SeNIRAmMt

d. Income from Sdlf-employment

These questions cover income for the business that is not channelled through the
bank/building society account. This may be ‘cash in hand' for work carried out.
Try to get an estimate but, asthisis a sensitive topic, arefusal to the amount is
acceptable here.

Those self-employed who do not have profit/loss accounts and do not have a
separate business account, or do not make drawings from it, are asked about
their income from the job. This may include sub-contractors who, while legally
self-employed, have income arrangements similar to employees.

If an informant has declared no profit, no drawings from the business and no

income, then a home check will ask you to assess on what resources you think
the household isliving.

These questions cover Income tax and Class 2 regular NI payments only.

The self-employed may pay bothClass 2 regular National Insurance
contributions (the 'stamp’) and/or Class 4 lump sum National Insurance
contributions, which are based on the profit made on the business. For
those who receive an income, for example, SC60 and other contractors
these payments may be deducted at source, as may Income Tax.

Different tax and NI arrangements can apply in different situations,

e.g. actors under contract have NI but not tax deducted at source, while
SC60 construction industry sub-contractors have tax but not NI deducted
at source. The questions should cover all these different circumstances.

These questions are asked of all currently working self-
employed except those who receive an income and have regular
NI contributions deducted at source. They cover only regular
Class 2 NI contributions (the 'stamp’).

In 1998/99 the regular contribution is £6.35 per week. It was£6.15in
1997/98.
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SeTax
SeNlinc

SeNILump
SeNILAmt

SeBusExp
SeBEXTyp
SeBepca

d. Income from Sdlf-employment

All the self-employed are asked about tax paid in the last 12 months. For those
who have already reported Income Tax deducted at source, thisisthetax in
addition to this amount that has been paid direct to the Inland Revenue. This
might include tax outstanding from a previous set of accounts.

Payments of tax direct to the IR by the self-employed often include alump sum
Class 4 National Insurance payment based on the profits of the business. If the
lump sum NI amount cannot be separated from the tax, then include the total
amount astax and record 'Don't Know' for the amount of NI lump sum.

Those whose tax payment did not include a Class 4 NI contribution are asked
separately about these payments.

Generally, the informant, or his or her accountant, will agree with the Inland
Revenue that a certain percentage of other expenditure on an item should count
as business expenditure for tax purposes. It is these percentages that should be
recorded. If the amount has not been agreed, enter an estimate of the claim
rather than accept a Don't Know.

If the total amount of business expense is available but it isimpossible to give
individual amounts for each type of business expense, code DK atlSeBEXTyp,
open a note and enter the total amount claimed.
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e. Other Employment

National Insurance payments

NICont

NIDirect

This question applies to those below pensionable agewho are not in paid work.
It isaimed to cover Class 3NI contributions. From April 1998, the weekly rate
iS£6.25.

This question applies where the respondent is either not in paid work or
currently an employee. It asks about lump sum National Insurance contributions
made in the last 12 months. Effectively this means that they would have been
self-employed during that period.

The question refers to a class 4 contribution based on a percentage of the profits
of their former business (if these were over about £6,000).

Mail order agents, baby sitters (e MOB)

M ailbaby

Ina275

On the FES, baby sitting and acting as a mail order agent are treated as odd
jobs rather than as paid employment. Details of earnings are collected here
rather than in the employee pay section.

Exclude
child minders who should be treated as self-employed.

income in the form of goods acquired from a mail order club.

This question establishes whether any work has been done in the last 7 days.
Thisinformation can be to classify the respondent’s economic activity statusin
away which is consistent with other surveys.
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e. Other Employment

Odd jobs

Filter
An odd job is defined as ajob which is undertaken once only at one specific
point in time and without any regularity or continuity. It is thereforenon-
recurring. Also if arespondent had a job that lasted only a short period of
time, probe asto whether the original intention of the work wasthat it
would beregular, even if thisdid not turn out to bethe case.
This section only covers occasional jobs where there is no regular commitment
to work for anyone else. Regular commitment includes any obligation to work
for someone on aregular basis, e.g. service in the Territorial Army.

OddJpr

OddJrg
Hard check:
A hard check will appear if bothOddJpr and OddJrg are coded Y es. Y ou will
have to go back tob_Job Description and enter details of the job (as main or
subsidiary job).

Redundancy pay

Redund

Include:
. all statutory redundancy payments

payments under the employer's own redundancy scheme
ex-gratia payments to which the informant had no contractual entitlement
money in lieu of notice.

Exclude:
termination payments which are contractual, e.g. a case where an
individual's contract of employment covers a period of two years and
includes provision for atermination payment at the end of the two years.

Paae 28

Date Pradiiced * 12 Mav 1999



1998-99 : INCOME QUESTIONNAIRE
Instructionsto Interviewers Family Expenditure Survey

g. Benefits

State ben€fits

It isimportant that the amount entered for each benefit covers that benefit only
and is not the total for a combination of benefits, e.g. Income Support and
Retirement Pension. If you are unable to separate a payment which covers a
combination of benefits, e.g. Income Support and Retirement Pension:

code 1 (yes) at the filter questions

code the benefits received at theBnCard filter question.

in each case code DK at the amount questionAmtBenx, open a note
and enter the combined total stating which benefits are covered and the
relevant period code

The amounts for different benefits will usualy, but not always, be identified in
the benefit payment books. Please encourage respondents to consult these.
There are two benefit payment books in general use, one used to pay Income
Support only or Income Support plus other benefits; the other used to pay
benefits other than Income Support.

It is difficult to distinguish between the two books, and informants are
sometimes uncertain which benefits they are receiving. However, in the Income
Support payment book, the inclusion of another benefit is usually identified on
page 3. In the other benefit book, the amounts for the various benefits are
shown on page 3 with a code |etter; the key to these code lettersis on page 2
of the book.

Instead of receiving payment by book, some informants are paid by giro or by
direct transfer to their bank or building society accounts. Please ask
respondents to consult any relevant documents in order to obtain accurate
details of benefit payments.

Soft checks:

There are a number of checks on entitlement to benefit and on unlikely
combinations of benefits. If you suppress any of these please explain why, e.g.
you have seen a document.
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BnCardR1

g. Benefits

Child Benefit can be received for each child under 16 or for a child aged
16-18 in full time education. It isusually (but not aways) paid to the
child’s mother. It is not paid for foster children.
There are three rates:
higher rate for the only, elder or eldest child;
LP rate for the only, elder, eldest child of alone parent (this
incorporates One Parent Benefit, abolished in April 1997);
lower rate for subsequent children.

Guardian's allowance is aweekly payment for someone who takes an
orphan into the family. In exceptional circumstances this may be paid if
one of the child's parentsis still alive but cannot care for the child.

Invalid care allowance is aweekly paid benefit to those who spend at
least 35 hours aweek caring for a severelydisabled person. They must not
earn more than £50 per week after deduction of allowable expenses, or be
in full-time education. It should be coded to the person doing the caring.

Retirement Pension is a taxable weekly benefit for women on reaching 60
and men on reaching 65. The basic pension rate is the same for men,
women who have paid their own NI contributions at the standard rate, and
for widows on their husband's NI contributions. Married women who are
not entitled to a pension on their own contributions may receive a pension
on their husband's contributions.

Those who have paid NI contributions as an employee after April 1978
may also receivean additional earnings related pension. Those who have
been in a contracted-out occupationa pension scheme may receive a
contracted-out deduction (formerly called guaranteed minimum
Pension).Those who decided not to claim their pension on reaching
retirement age can earn additional pension increments.

Old Person’s Pension or over 80s pension is for those people aged 80 or
over who are entitled to State Retirement Pension of |ess than the amount
payable on a spouse’ s contributions, or to none at all.
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g. Benefits

BnCardR1

Widow's Pension is aweekly benefit for women aged 45 and over (or 40
and over if widowed before April 1988) paid when their husband died or
when their Widowed Mother's Allowance ends.

Widows over 60 may opt to keep receiving Widow’s Pension until they arg
65, instead of receiving Retirement Pension. Include Industrial Widow’s
Pension paid to widows of those who died as aresult of an accident at
work or a prescribed disease.

Widowed Mother's Allowance is aweekly benefit for widows of any age
who have at least one child for whom they get Child Benefit

War Disablement Pension is payable to people disabled as a result of
service in the armed Forces during the First World War or since 1939.
Include War Widows Benefit - paid to widows of those killed in the
Armed Forces.

Severe Disablement Allowance may be received by people of working
age who have been unable to work for 28 weeks or more because of illness
or disablement, but cannot get Incapacity Benefit as they have not paid
enough N.I. contributions.

Disability Working Allowance is an income-related benefit to support
disabled people who are in work or who would like to work, but whose
earning capacity is low. Applicants must also be getting DisabilityLiving
Allowance or have an invalid three-wheeler from DSS or must have
claimed another disability benefit within the last 56 days.

Hard check:

Thereis ahard check if someone under state retirement age is coded as
receiving Retirement or Old Person's Pension. Probe to find out what the
benefit is or whether it is a pension from a former employer.
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g. Benefits

BnCardR2 - Disability related benefits

Disability Living Allowance

This has two elements and is directed at the care needs and mobility needs
of disabled people of working age and below. The self-care component
has three rates and has replaced Attendance Allowance for those under
retirement age. The mobility component has two rates and has replaced
Mobility Allowance.

Motability is aregistered charity through which those who receive
disability living allowance may hire or purchase a car at a reduced rate.
Either part or the whole of the allowance is paid to Motability.

Attendance Allowance

Thisis a benefit for people disabled at or after aged 65 who need looking
after because of their physical disablement. There are two rates - alower
one for people who need looking after dayor night, and a higher one for
those needing care day and night.

Disability Living Allowance - M ability component
If an informant is purchasing a car on HP details should also be entered at the
vehicle questions in the Household questionnaire.

DLA and Attendance Allowance
If either DLA or Attendance Allowance is received there are follow-up
questions asking for whom the benefit is received.
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g. Benefits

BnCardS1

Jobseeker's Allowance

From 7 October 1996 Jobseeker's Allowance (JSA) replaced
Unemployment Benefit (UB) and Income Support (1S) for unemployed
people.

The basic rules for JSA are that the applicant must be out of work or
working less than 16 hours a week; be capable of work; be actively
seeking and available for work; agree and sign a Jobseeker's Agreement;
be at least 18 years old and under state retirement pension age.

There are two types of JSA

Contribution-based, which is dependent on the claimant having
paid enough NI contributions in the previous 2 years. It is payable
for up to 6 months.

Income-based which is dependent on the level of the claimant’s
income or savings.

Once the maximum time on contribution-based JSA has passed the claim
will be reviewed to see if the person is digible for income-based JSA. Only
one type may be awarded at atime.

There are fixed age-related rates for the allowance. For income-based JSA
only, the claimant may get extra for an adult dependant and various other
premiums. Payment is by giro cheque or direct into a bank account.

JSAChk If JISAChk is coded 3 (both types of JSA received in last 12 months), you
should note that thisis rare and it is not possible to get both types at the same
time. If both types were received you will be asked first for the number of
weeks JSA contribution-based was received (plus last amount and period)
AND number of weeks JSA income-based was received (plus last amount and
period).

Any Income Support received should be covered separately at
the following code.
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g. Benefits

BnCardS1

Income Support
From October 1996, I1Sisfor people whose income is below a certain level
and who are not eligible for contribution-based or income-based JSA. To
get Income Support you must be:

sick or disabled OR

alone parent or foster parent OR

60 or over OR

getting Invalid Care Allowance for looking after someone.

Y ou cannot get Income support if you work for 16 hours a week or more
on average (or if your partner works for 24 hours a week or more).
Income Support can be paid to top up other benefits, or earnings from
part-time work, or there isno money coming in at all. The amount depends
on age, whether a person has a partner, dependent children, whether
anyone has a disability, weekly income and savings. The savings limit for
the claimant (and partner, if any) is £8,000; for people in permanent or
residential careit is £16,000.

Family Credit

To get Family Credit an informant must have at least one child under 16
(or under 19 if he or sheisin full time education up to GCE A level or
equivalent standard). The informant or his or her partner must be working
at least 16 hours aweek to qualify. The amount received depends on the
income of the informant or his or her partner, how many children they have
and their ages.

I ncome Support
Household bills paid direct by Income Support should be shown at the
appropriate Household Schedule question with an explanatory note.

Family Credit
Exclude Lump Sum Family Creditpayments which are entered at a later
guestion.

PaOe 34 Date Pradiiced * 12 Mav 1999



1998-99 : INCOME QUESTIONNAIRE
Instructionsto Interviewers Family Expenditure Survey

g. Benefits

BnCardS1

I ncapacity Benefit

Thisis paid to people who have been medically assessed as incapable of
working and who cannot get Statutory Sick Pay from their employer. If a
person is'was receiving SSP, Incapacity Benefit replaces it after 28 weeks.
It is a contributory benefit; it is not means-tested. There are three basic
rates: the short term lower rate for the first 28 weeks of sickness; the short
term higher rate for weeks 29-52; and the long term rate from week 53.
Extra benefit may be paid for dependent adults and children. For new
claimants, entitlement ends at state pension age.

Statutory Sick Pay

Employed people who are sick for at least 4 days in arow may receive
SSP, paid by the employer. The benefit is paid for a maximum period of 28
weeksin atax year.

Industrial injury disablement benefit

Thisis paid to those who become disabled as a result of an accident at
work or an industrial disease. The amountreceived depends on degree of
disability. A reduced earnings alowance may aso be paid if the disabled
person cannot return to work because of the effects of disablement.

Statutory Sick Pay
If an informant is currently receiving Statutory Sick Pay they should be coded
as an employee.

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

Industrial injury disablement benefit
Note that any “reduced earnings alowance”, paid if the disabled person cannot
return to work, shouldnot beincluded at this question but atg BENEF5.
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BnCardS2 - Maternity benefits

Statutory M ater nity Pay

Thisis paid by the employer for up to 18 weeks from the beginning of the
11th week before the week in which the baby is due. However, the mother
can decide to work until the end of the 7th week before the baby is due
and still receive payments for the full 18 weeks.

M ater nity Allowance

This may be paid to those who are not entitled to Statutory Maternity Pay
for 18 weeks, starting from the 11th week before the baby is due.
However, the mother can decide to work until the end of the 7th week
before the baby is due and still receive payments for the full 18 weeks. To
receive SMP, awoman should be in work as an employee.

Statutory Mater nity Pay
If an informant is receiving Statutory Maternity Pay at present, there is a check
that she is coded as an employee at Empstat.

M ater nity expenses
Grant from Social Fund for Maternity expenses should be entered at the
following block, g BENEF5.
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g. Benefits

BnCardT1 - Other sate benefits

This block covers lump sum benefits plus any other state benefit not covered elsewhere.

Grant from Social Fund for Funeral Expenses

A lump sum to cover the cost of a simple funera to those who receive
Income Support, Family Credit, Disability Working Allowance, Housing
Benefit, Council Tax Benefit or income-related JSA.

A Grant from the Social Fund for Mater nity Expenses
This may be made for maternity expenses to those who receive Income
Support, Family Credit or Disability Working Allowance

A Community Care Grant from the Social Fund

Thisisto help those in vulnerable groups, such as elderly or disabled
people, to move into the community after a period of institutional or
residential care, or remain in the community rather than enter such care.
They must be eligible for Income Support.

Back to Work Bonus

From October 1996, claimants who have been on IS or JSA for at least 13
works and who work for less than 16 hours a week can build up
entitlement to alump sum payment, which will be paid to them when they
come off benefit and move into work. The amount of Bonus varies from
£5 to £1,000.

Widows payment
A lump sum of £1,000 paid immediately after the husband's death provided
that he paid enough NI contributions.

Reduced Earnings Allowance

This may be paid to a person disabled as aresult of an accident at work or
an industrial disease before October 1990, if their earning capacity fell asa
consequence. The allowance is tax-free.

Family Credit paid in alump sum
A rolled up lump sum payment covering 26 weeks should be entered here and
should not duplicate the instalment paid Family Credit at g_Benef3.

Any other payments
Include Cold Weather Payments and Reduced Earnings Allowance.
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Rent from property

Rentrec
Include here al rent from let or sublet propertyexcept rent received by
someone who makes their living solely from renting out property: this should
be included in the self-employment section.

Block: h_ ALTAX

Direct tax payments
Dirtax
Include
Direct payments of income tax on savings and investments, i.e. excluding
tax deducted at source.
Inheritance tax
Exclude
Income tax paid under PAYE.

Direct payments of tax relating to self-employment

Income tax on income from investments which is deducted at source: this
will be covered at later questions

Any payment of Value Added Tax (VAT), Capital Gains Tax or an amountset aside for
payment of income tax.
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Block: | ADITES

TESSAs

Since January 1991 anyone aged 18 or over has been able to open a Tax
Exempt Special Savings Account (TESSA) with a bank or building
society. A TESSA lasts for 5 years and provided the savings are left in the
account any interest earned will betax free. Up to £3,000 may be
deposited in the first year, £1,800 in each subsequent year and a maximum
of £9,000 over the 5 years. The deposits can be made by lump sum or by
regular monthly savings. Since the start of 1996 TESSAS have started to
mature. At the end of the five year term the investor may open afollow-on
TESSA, and can invest up to the maximum £9,000 at once (provided it is
within six monthsof the first TESSA maturing).

The most that can be withdrawn without loss of the tax advantages, is the
total interest credited to the account net of basic rate tax.

Tessac,
TesInt,
TesAmt

Feeder accounts

Some respondents have an ordinary building society or bank account from
which amounts are fed into a TESSA once a year. Please ensure, as far as
possible, that interest is not duplicated betweenTesAmt, BIJAmt or BKAmt. If
in doubt, open a note and give details.

Maturing TESSAs

When a TESSA matures, the interest net of tax for the fifth year will be
credited, plus the 25% of the gross tax for each of the years 15 which was
withheld. If you interview within 12 months of a TESSA maturing, it is the
total of the fifth year net interest plus the balance of the gross for years 15
which should be entered here.
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Blocks j BUILD, ] BANK,j NTSV1,j NTSV2,j BOTH

Building society, high street bank and National Savings accounts

Building society floatations

Building societies that have become banks should be coded as banks. These include Abbey
National, Cheltenham & Gloucester, National & Provincia, Halifax, Alliance and L eicester,
Nothern Rock and the Woolwich.

If you or the respondent are unsure about a building society’s current status enter at the
building society account questions and open a note giving the name of the society.

BldJnt, BkJnt, NT1Jt, NT2Jt, BOthNT

Interest and dividends paid should be split between joint holders where at all
possible. It is possible for one joint account holder to pay tax on the interest
and the other not to; if it is not possible to split the interest proportionately,
enter DK at the amount question, open a note and explain why the interest
cannot be split.

BIdAmt, Bkamt, NtAmt, NsAmt, BOthAmt

Documentary evidence of the amount of interest should be sought. Failinghis
the respondent’ s estimate should be obtained.

BldTax, BkTax

BOthAc

Building society/bank interest paid gross

Account holders who are not liable to tax may be paid, or credited with,
interest from building society or bank accountsin full. With only avery few
exceptions, these account holders will be required to complete a certificate
enabling the building societies or banks to pay interest without 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 income in respect of their job.

This section covers interest received on accounts with banks or societiesother
than the high street banks and building societies already covered. The category
includes supermarket charge-card accounts on which respondents receive
interest.
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Block: ] STOCKS

Bonds and securities

Government Gilt-Edged Stock (gilts) (code 1)

Gilts raise money for the government by offering a secure (gilt-edged)
investment, usually over afixed period with a fixed amount of interest,
although some are index-linked. At the end of the fixed term the holder is
repaid the original purchase price. Interest is paidtwice-yearly, before tax
if paid from the National Savings stock register.

Unit Trustsand Investment trusts (code 2)

Unit Trusts are a collective, managed investment in the financial markets.
Investors buy units of afund that invests in shares,gilts, etc. The dividend
ispaid net of tax, usually half-yearly, athough some schemes pay monthly
income and others re-invest the interest. A unit trust held via a Personal
Equity Plan should be coded asa PEP.

Investment Trusts are pooled schemes similar to Unit Trusts. The
difference is that the Trust is a company, and investors hold shares in that
company rather than directly in its investments.

Personal Equity Plans (PEPs) and SCPs (code 3)

PEPs allow individuals to invest in unit trusts and shares without paying
tax on dividends. The maximum annual investment in a general plan is
£6,000. Since January 1992 investors have also been allowed to invest in
Single Company PEPs called SCPs. The subscription limit for SCPsis
£3,000 and cash can only be invested in the shares of one company.
Employees are allowed to transfer up to £3,000 worth of shares from a
profit-related or savings-related option scheme intoan SCP without paying
tax on capital gains.

Other stocks, shares, bonds (code 4)

A shareisasingle unit of ownership in a company.Stocks is the general
term for various types of security issued by companies to attract
investment in the form of loans. Bonds and debentures are two types of
stock. Unlike shares, whose dividend earnings may fluctuate, stocks give a
fixed-interest return. They are issued for a set period, during which time
they can be traded by investors at the end of the period they are redeemed
at the original price.
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Bonds and securities

Filter

Include under Code 4 Income fromNational Savings Investments
including:

National Savings Capital Bonds - interest fixed for 5 years;
credited annually.

National Savings Certificates - Fixed-Interest and Index-Linked
interest tax-free.

Pensioner’s Guar anteed |ncome Bond - available to those over
60; fixed interest over 5 years income paid monthly gross of tax;
taxable.

Save-As-You-Earn (National Savings/ Bank/ Building Society) -
5 or 7 year monthly savings, interest rate fixed and tax free; new
SAY Es not now possible but previous schemes still valid.

National Savings Income Bonds - monthly interest, paid before
tax but taxable.

National savings Deposit Bonds - no longer available but earlier
bonds still valid.

First Option bonds - interest paid net, credited annually.

Yearly Plan - tax free, interest paid monthly; scheme ended but
certificates can still be held.
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Block k_Child

Children’sincome

PrmptZ1c

Include
regular income, however small, from jobs e.g. a newspaper round.

income from bank and building society accounts, post office accounts an
other National Savings investments (including Children’s Bonus Bond);

shares, trust funds in the child's name.

Exclude
cash gifts and pocket money. Information on gifts and pocket money is
recorded in the relevant adult’s expenditure diary. The person number of
the child to whom money is given is also recorded.

Joblnc

HowM uch
Enter details of all sources of income atJoblnc and total
annua income at HowMuch.
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