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The work on the questionnaires and diaries does not end with the collection of information by interviewer.  Before the Office can process the data, the data must be entered in the computer.  The method by the questionnaires and diaries were filled facilitated the interviewer and respondent.  In the office the forms must be adapted to facilitate the computer.  Coding the forms will make the questionnaires ready for keying into the computer and for processing.

This manual sets out the guidelines that the coders must follow in order to make the forms computer ready and to make the data entry operator’s work easier.  For the data entry the operator should do nothing but enter digits into the computer and think about nothing else but that.  At the coding all necessary editing and coding of the forms should be done.  Please note that editing constitutes a very integral part of the coders’ work.  The coder should check that all information on the questionnaire makes sense in light of what is expected on the forms. 

For the editing of the questionnaire ONLY RED PENS SHOULD BE USED & NO LIQUID PAPER SHOULD BE USED.  Any marks made after the questionnaire has been returned to the office for coding should be done in RED.  Throughout the questionnaire the values recorded do not have to be written over.  Re-write values only if they are not clear.  Please do not remove any information written by the interviewer unless it is clear that the information should not be there.  Please follow these simple guidelines.
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Check that the identifying information for the questionnaire has been filled out correctly.  Do this by comparing the information on the questionnaire with the information on the interviewer’s Household Listing.  You will need to ensure that the correct District and Urban/Rural codes are recorded in the boxes provided as well as the correct CTV code which is based on the city/town/village in which the household is located. This can be determined from the LFS coding manual. The week number may vary depending on when the interview was scheduled, relative to the start of the survey. However, the other identifying information should remain the same. The number recorded in the box for round is likely to change depending on when the survey was conducted; in the first quarter for instance, the round will always be “1”, in the second quarter, “2” and so on. It is important for you to check that field staff codes, result codes and language codes are recorded for that household
Section 1

1. At the first column of section 1 add zeros before any single digit number used for individuals in the household as two digits will be entered. 
2. In column 2 make sure that each line has the name of the member of the household. The first line should refer to the head, and both his/her first and last name should be recorded.  All other household members’ first name only should be listed, starting with the oldest to the youngest.  

3. In column 3 check for the recording of a relationship code for each individual and that the recorded code does apply to the individual (no married 5-year-olds or any other inconsistencies).  The codes listed should be one of those listed below the question.  If no code was written then one should be provided as is the case with most of section 1; the code to use for this is the “not stated” code 99.  In cases like this it is assumed that the respondent did not say what the relationship is, therefore, the interviewer could not write a code.

4. In column 4 if the interviewer did not place a 1 or a 2 for male or female, you may use the name of the individual to judge whether the person is male or female but only if you are sure that it is only a male or female name.  Remember there are many unisex names.
5. Column 5 requires two digits. To complete column 5, place a zero in front of any single digit age. All persons 98 years and older are given the code 98.  One final note, babies who are less than 12 months old are given an age of 00. If the age is missing use the code 99 “DK/NS”.
6. In Column 6, a code should be recorded for each person 16 years or over.  If in column 3 an individual has code 1 (Head) and another has code 2 (Spouse/Partner) it is not always the case that their marital status will be recorded as 1 (married). 
7. Most young persons would be coded as 5 (never married), however it must not be assumed if no response was provided by the interviewer.  If a code cannot be determined then the 9 (Not Stated) code should be used. 
8. For column 7 and 8 check that codes are there for each individual.  Again, no blanks should be left for any individual.  If it is not possible to determine a definite code, then use the “Don’t Know/Not Stated” codes.  However, use this as a last resort.

9. In column 9 only household members 5 years and older should have a response. Remember this is for the highest level of education completed. For those attending or who dropped out of primary school, their level will be coded as 1 “none”. For those in high school or who dropped out of high school their level will be coded as 2 “primary” and so on. If no code was recorded by the interviewer for the last level of educational completed, use 9 “DK/NS. 

Section 2

1. Because Section 2 is already pre-coded most of the work in this section will be to make sure that all questions have a tick where applicable.  
2. At questions 2, 3.3 and 13 make sure that all categories have a tick in it – 1 for “Yes”,  2 for “No” or 9 for “DK/NS”. 
3. Question 3.1 and 3.2 should have a numeric value inserted in the two boxes; a zero is to be added in front of any single digit.

4. For question 8 only one response should be ticked.  This response should come from the ‘yes’ column of question 7.

5. With the exception of Q3.1 and 3.2 if any of the questions from questions 1 to 12 has no answer and an answer cannot be determined, use the 9 ‘DK/NS’.  For questions 3.1 and 3.2 “99” should be recorded.
Section 3
Section 3 is a fairly difficult section and should be edited carefully.  To make the questions in Part A more understandable, consider questions 1 – 3 as a separate sub-section of Part A and question 4 -5 as another separate sub-section of Part A.  The first sub-question (questions 1 – 3) requires information about the type of tenure or the conditions, so to speak, under which the household has occupied the dwelling and the tenure over the past twelve months.  The second sub-section requires information about ALL properties that the household owns, including the one in which it lives.  With this scheme in mind, it will be easier to edit Part A.

Part A:

Question 3 should have a tick in the box indicating 1 for “Yes” and 2 “No”.
You should remember that question 4 should have a minimum of one property listed if the type of tenure is 1.1 in Q1.  In cases where the number of property is zero (nothing owned by the household) simply code all of column (b) as 2 (for ‘No’) and do nothing with columns (c), (d) and (e).  Write the code on each line in column b.

If for any of the choices the answer is ‘Yes’ then code (b) as 1 and go on to column (c), (d) and (e).  Check for the number of properties in column (c) and then for columns (d) and (e) code the relevant answer as it relates to properties referred to in column (c).  As long as (b) is ‘Yes’, (c), (d) and (e) should be filled out.  If nothing was recorded in column (c), check Part C Q3b and check Part E Q1these should give an indication of the responses for column (d)) and (e)  If (d) is 2 “No” or 9 “DK/NS”, check question 3b in Part C and  determine whether the property was bought during the last 12 months.  If Part C Q3b has nothing assume that the answer for (d) is 2 ‘No’.  If column (e) is empty then check Part E Q1 If the response is 2 “No” or 9 “DK/NS” it indicates that the answer for (e) is  2 ‘No’.

In the majority of cases Question 5 should be one of the first three choices checked.  ‘Rent Free’ tenure should be treated as ‘Rented’.  Therefore, if a person lived ‘Rent Free’ for the past 12 months then choice 2 should be ticked.  For coding re-write the second digit in the right side of the column.
Part B:

This section should be filled out if the household does not own the dwelling.  Check for this in question 4 and fill out if necessary.

In Q1 -2 at least one of the choices should be ticked.  Check for values in questions 3 and 4 if the person is a renter.  The value at 4 should be twelve times the value of 3.  At question 5 - 14 put the tick in the appropriate box.  If the answer for 5 – 14 is ‘No’ then you should follow the different skip pattern. 

In Q16.1 to 16.7 only dollar value are required.  If there is no figure to record, place 0.00 on the line.
Part C:

This section should be checked to ensure that all properties recorded in question 4, Part A are included. In Q5a and Q7 – 20 if there is no dollar value then 0.00 should be place on the line.

Part D:

For question 2, check Hired Labor and Own Labor and total cost.  If these are empty then write 0.00. 
Part E:

In this section, first check is that of question 2 to determine if the property was indeed sold in the past 12 months.  If there is no dollar value then 0.00 should be place on the line.

Part F:

This section should be filled out only if the person occupying the dwelling is the owner of the dwelling.  Therefore, check, at Part A, question 1, that the first choice was ticked if this section was filled out.

If the section should be filled out and is filled out, then tick the screening questions at parts 1 and 2 and follow the instructions on the questionnaire to fill in the columns for each choice marked.  Along each row column (e) should be the sum of columns (c) and (d) only.  If Own Labor or Hired Labor is blank then write 0.00. 
Section 4

In section 4 if the household did not spend on any of the items or services listed insert 0.00.  If Q5 is 1 “Yes” then Q6 should have some value in 6.1 – 6.5.  “0.00” should be inserted where there is no value. If Q5 is 2 “No” then Q6.1 – 6.5 should be blank. It is important to note that all values should be in reference to the last 12 months.
Section 5

1. In section 5, a response must be recorded at column b for each item.  If nothing was recorded by the interviewer then 9 should be recorded and columns c, d and e should be left blank.  If the response in column b is 1  ‘ yes ‘ but nothing was recorded in columns c, d and e and/or f, the unit may be determined from the item being referred to. If this is not possible, the relevant “don’t know/not stated” responses should be recorded as follows:
· Column c (quantity): “DK”

· Column d (unit): “9”

· Column e (Value): “DK”

· Column f (New/Second Hand): “9”

2. Check that the values that are recorded under unit apply to the item in question. 
3. If the articles are new “1” should be place on the line in column f and if the article is ‘2nd’ hand “2” should recorded.  
Section 6

It is expected that only spenders will purchase clothing and footwear.  With this in mind, check the individual number recorded at each column to make sure that it is a spender’s number.                                                Remember these expenditure are for the pass 12 months.  If the value was not recorded, write  “DK”. 

Section 7

Follow the same procedures outlined for section 6.  However, be aware of the fact that expenditures should be recorded for the past month only and not the past 12 months.

If nothing was recorded in columns a, b and/or c, ‘don’t know/not stated’ should be recorded as follows:
· Column a (Spent on):   “9”
· Column b (Quantity): “DK”

· Column c (Value):      “DK”
Section 8

For this section verify that the individual number written at the top of each column corresponds to a spender’s individual number.  If it is not, change it following the same criteria as outline in section 6.  It is not necessary to record the person number of a spender at the top of a column if that spender did not make any expenditure on entertainment, recreation and miscellaneous expenditure.
Section 9

If the column “Spent on” is 1 “Yes” but the column “Value” is blank record “DK’.  Also check that any values recorded are written clearly and to two decimal place.

At section 9, cross check with Section 2, Question 13 for items marked that are not accounted for in section 9.

Part A:

Number 1 of Section 9, Part A, should be checked carefully, column by column.  Column (a) should have the code recorded for each type of vehicle owned in a separate row.  For column (b) the year, where applicable, is important and should be checked for. Ensure that all the relevant skip pattern have been followed for each vehicle owned.  The last column “value office use only” should be left blank

The second part of Part A Q2 should usually be filled out if the household operate a vehicle for use its own use. For this part only the values for each item was needed.  In each case the period is 12 months. Make certain that the values recorded for each item are for the given time period and check that the values are written clearly and to two decimal places. Also add a zero (00 before any single digit number used for individuals in the household as two digits will be entered.
Part B:

In Part B check the written values for clarity.  Also, the values listed here should not appear in Part 1 of Section 10.  Add a zero (0) before any single digit number used fir individuals in the household.
Section 10

In parts 1 and 2 screening questions need 1 for “Yes” 2 for No or 9 “DK/NS”. If the screening questions are blank but questions 2 and 3 are completed, tick 1 for yes at q1.  If question 2 and 3 are also blank, tick 9 for DK/NS.  Furthermore, check that the values are clearly written or else re-write them and that they are recorded to two decimal places.  If column b was left blank for a particular item and column c is also blank record 9 “DK/NS’.  If  column b was left blank and a value was recorded in column c record I in column b for that item.  Add a zero (0) before any single digit umber used for individual in the household. 
Section 11

This section requires a tick at question 1 and question 2, for question 3 the number of students is written as a two digit number.  Besides this simply check that the values are legible. In question 4 however, be certain about values recorded under Scholarship and Family.  A response should be recorded at question 4 under each level of education that was indicated in question 3.  Where nothing was recorded by the interviewer, recode “DK” for don’t know/ not stated. A value should be recorded to two decimal places.  Note that “0.00” is a valid response.
Section 12
Part A:

Sometimes individuals who contribute to Social Security are not included at question 1.  Look at section 16 Income to check for individuals who work and make Social Security contributions.  If the individuals’ number is not at question 1 then place his or her number here.

1. At question 2 tick the response given.  If the answer is  2 “No” or 9 DK/NS for question 2 then everything else in part a should be blank.  If responses were recorded in Q 3 – 8 however then tick 1 “Yes” at Q 2.  If not, continue with the coding for this part.  At question 3 the individual number recorded should be the number of the person who pays the premium.

2. It is possible for an individual number to appear in more than one column.  Add a zero (0) before any single digit number used for individuals in the household.

3. At question 4 and 5 a tick should appear at only one of options 4.1 – 4.9 for each policy owned.  Note that 4.9 should be ticked if the question should have been asked but was left blank by the interviewer.
.

4. For Question 6, the editing is done by interpreting the response as 1 “Yes”, 2 “No” or a 9 “DK/NS”. A 9 should be recorded if a policy was owned but it was left blank by the interviewer.
5.  For question 7, make sure that the value recorded is clear and written to two (2) decimal place If left blank where a response should have been recorded by the interviewer, record “DK”.  “0.00” may be a valid response here.  However this is usually the exception and most often occurs with permission from the insurance.  After you have edited column b to i at question 7, column j for that question only should be coded.  To do this add all the value amounts recorded for all the policies owned by household members, (column  b+c+d+e+f+g+h+i) and record the total in the space that corresponds to column j and the row for question 7.
6. For question 8, a tick should appear at only one of option 8.1 – 8.9 for each policy owned.  Note that the last box at 8.9 should be ticked if the question should have been asked but was left blank by the  interviewer. 
Part B:

Here individual numbers have to be checked just as before.  No non-spender’s number should be recorded.  If one is recorded change it.  In addition, make sure that values are written clearly and  to two decimal places.
Part C:

Part C should be edited in the same manner as Part B

Section 13

The general rules outlined for the editing and coding of section 12 part A also applies to section 13 Code.  At question 2, use the same criteria as for section 12, that is, no non-spender’s number should appear and use the number of the person who pays the premium.  For questions 5 and 6 make sure that the values are clear and written to two decimal places.  Column f must also be completed for these two questions.  For each, add the values recorded in column b to e and record the total to two decimal places in column f .

The possibility exists for a single premium payment to cover both life insurance and health insurance.  If a comment to this effect was made by the interviewer, note that in such cases this single premium payment should not appear in both sections 12 and 13.  If the premium was stated in section 12 then leave question 6 in section 13 blank 

Section 14

As stated in the interviewer’s instructions for this section, loans for the hire purchase of vehicles should be recorded in section 14.  Check in section 9 for vehicles bought on a hire purchase and financed by a loan. Where question 2 was completed but question 1 was blank tick 1 “yes”.  If both questions 1 and 2 are blank, tick 9 “DK/NS”.  Ensure that the value in column b, c d, and f are written clearly and to two decimal places.  If a response was provided for any source listed in question 2 insert 1.  If blank for that, source record “2” instead. In this section, perform a column by column examination for any loan listed.  For only one case, Grocery Charge Accounts, should all columns not be filled out.  
Section 15

In this section, first check that all individuals14 years old and over, are including.  If any individual has to be added fill out the appropriate columns for that individual.  

The individual numbers written on this side must be checked along with the names to make sure that the combination corresponds with what is on the first part.  

In column 2, 3, 4, 5 and 5a, a ‘Yes’ answer is coded as 1 and a ‘No’ answer is coded as 2.  Write the codes in the column.  If the answer to 2 is 1 “yes” there should be nothing in Question 2 to 11 and for this individual the next check is in column 12.  A 2 “no” means you continue and follow the skip pattern.  .

 If the answer to 4 is 1 “no” then column 5 should definitely be answered.  Place the code (1 for “Yes” or 2 for “No”) in the appropriate column.  

Column 7 is either 1 Did not want to work or 2 Other Specify if no code is written and none can be determined then use the code 9 for “DK/NS”.

Column 12a requires a careful examination of the codes provided for occupations.  The description written by the interviewer should be matched as closely as possible to those listed with the codes.  Avoid using the “Not Elsewhere Classified” category as much as possible.  The codes for occupation and industry as well, are written on the outside margin next to column 20.  Go across the page and use the same line that applies to the “Not Stated” code, 000.  The code 999 is reserved for workers with a given occupation, but which cannot be placed in any of the other categories.

For industry start with the same code that the interviewer recorded even if the occupation and the industry seem to have no relation.  Use the description or name of the place of employment and the interviewer’s written code to find the division of industry and the appropriate code.    If no industry was stated for the individual then use the “Not Stated” code, 9.  

Section 16

Part A:

Check that the individual numbers recorded are listed in increasing order from left to right.
Question 1 should have an individual number only for those who work for someone else. If a IND. No. is place in question 1 then question 2 to 7 should be filled in as instructed check that a number is recorded at question 5.  If Q5 is equal to 2 or 9 follow the skip.  At question 3, ensure that 3.9 is filled out. This is the total of all the values listed from 3.1 to 3.8. Question 4 (net income needs a check for accuracy.  This should be the value at Q2 minus the value at Q 3.9.If the value was not recorded by the interviewer where it should have been, insert “DK” in the appropriate space. Also check that the skip patterns have been followed.
Part B:

Question 6 should have individual numbers only for those who work for someone else.  If a number is here then questions 7 to 16 should be filled in as instructed.  Form questions 7 to 16 blank spaces mean one of two things, either the person did not give the information or the person should not have been listed here.  If the person did not give the information make an appropriate not of explanation and leave the number in the column.  If the person should not be included in this part, delete the person’s number.  Check at questions 3, 4 and 5 and in the other parts for persons who might be listed wrongly more than once.

The following question needs only a check for clarity.  However, it must be kept in mind that it is the Gross pay (pay before any deductions) that is required.  At question 8 the period that was covered by the pay reported in question 7 has to be coded.  The codes used here are the same as those used in question 7 section 13, e.g. 1 for weekly, 2 for bi-monthly, 3 for monthly, etc.  Be aware that a pay period of every two weeks is different from a bi-monthly pay period.  Do not substitute one for the other and right one should have been obtained from the respondent.

At question 9, code the answer recorded by the interviewer by writing the digit between the two boxes.  Remember that this question is referring to the same period recorded in question 8 and what is required here is whether or not the person usually gets the amount at 7 for the period at 8.  
For example, if the person’s last pay check was $200 and the period covered was 2 weeks, then question 9 will determine whether or not the person usually gets $200 every 2 weeks.

Check question 10 to ensure that the period for the pay recorded here and at question 7 is the same.  Large differences in the two amounts usually means that pay at question 7 covers one period and the pay mentioned at question 10 covers a different period.  If this is the case simply 
state the period that the pay at question 10 covers.

The deductions recorded at question 11 should be the deductions from the pay recorded at question 7, the last pay period.  If the deductions vary and nothing was deducted from the last pay period, make a record of the usual deductions but note that the deductions were not for the last pay period.
Question 12 should have the result of subtracting the deductions recorded at question 11 from the value of the pay recorded at question 7.  If the amount at question 12 is the same as the amount at question 7 then the amount at question 7 has to be changed.  This change is made under the assumption that a person will usually remember their ‘take home’ pay rather than their gross pay.  Therefore, add the deductions to the amount stated at question 12 to give the gross pay that should have been recorded at question 7.  Add these deductions only if they pertain to the pay stated at questions 7 and 12.

For question 13 code the response recorded.  At question 14 simply check that the value written is clear.  If it is not then re-write it.  If a value is given at question 14 and the answer at 13 is ‘No’ then check for the accuracy of both questions as one would have to change.  Again, make sure changes.

Questions 15 and 16 are two questions that should not be left blank.  The accuracy of the figure at 15 can be checked in most cases.  However, be aware of the requirement of this question.  It is the gross pay a person would receive if they continue working at their present base salary for a year.  It is a hypothetical number and possible overtime should not be taken into consideration.  For question 16, a similar value is required except that it is what the person actually earned over the past year.  The guidelines for doing the calculations to edit question 15 and 16 follows.  The calculations must be done in order to edit these questions correctly.

To calculate this value use the amount recorded at 7 if that is the person’s regular salary (determine this by checking at question 9).  If the amount at 7 is not the person’s regular salary then use the value at 10.  The calculation is done by finding out how many of the period stated at question 8 is in a year (this result is the number of times the person will be paid for a year) and then multiplying the result by the amount of each pay check.  For example, someone usually gets $208 bi-monthly.  The number of bi-monthly periods in a year is 2 times 12 (since bi-monthly means twice a month and 12 months for the year) which is 24.  The annual gross pay is $208 times 24 or $4,992.

As stated before if the person does not get the amount regularly, then use the value at 10 and the period at 10 (if any period is stated).  Remember that any value used should be what the person usually gets.  If the value at 10 is for a different period then that period should be used since this is what the person usually gets.

For question 16 the income over the past year is required.  Deductions are not taken into consideration here, just as for the previous question.  In cases where the person received the same income over the past year as he or she is getting now, the value at 16 and 15 will be the same, unless the person received a bonus.  The bonus from 14 should be added to what is calculated at 16.  However, in most cases this is not the case.  Over a year people receive a raise in salary or change jobs for more money and as a result hey did not get the same salary over the past 12 months.  The interviewer should have probed the respondent to gather this information.
As a preliminary edit of this question use the same value arrived in the calculations for 15.  Compare the calculated value with what is recorded at 16.  If the values are not far apart then leave the value recorded at 16 or else change it.  If a value has to be changed or determined because of a blank, follow the same guidelines as for 15.  Any bonus must be added in; however, and if the pay at 7 is not the usual then calculate the number of periods for a year minus the period at 8.  The year’s total will be the calculated number of periods plus the period covered by 7.

For example, a person’s last pay check was $745 and it covered one month.  However, this person usually gets $325 every two weeks.  [This information should have been recorded at questions 7 - 10].  For the past year one month is accounted for.  This one month is the one that the $745 covers.  This leaves 11 months which will be accounted for by the $325 every two weeks.  Using four weeks for a month, the 11 remaining months will be equivalent to 48 weeks (change to weeks since the person’s pay is every two weeks).  For 11 months the number of periods is 48 divided by 2 or 24.  Therefore, the person will get 24 times $325 for the 11 months or $7,800.  The gross pay for the year will then be $7,800 plus $745 for a total of $8,545.  Add any bonus for the year’s gross pay or if no bonus leave it as it is.  (As a note the same person’s Current Annual Gross Income will be $325 times 26 which is $8,450).

Finally, sometimes it may be necessary to use 1 Mo. = 4.33 Wk. (52/12) in some of the calculations.

Part C:

For question 18 remember that for persons who have businesses the income that is recorded should not be revenues from the business.  All business expenses should be taken out before a value is given here.  Check for the possibility of a value that may be inflated.

Question 19 is a ‘Yes’ or ‘No’ question and should be coded as such.  For the other questions, check for legible recordings.

Part D:

In part D, make sure that all persons in part A for whom this part applies is listed.  Also, clear records are required.

Part E:

Two questions to check in this section are questions 35 and 41.  Question 35 should have rental income reported in section 3 and question 41 should not have the same value as that reported in section 15.  For question 41 this is a tell-tale sign of wrong information in one of the sections.  Besides, make sure the values are clear.







