METHODOLOGICAL NOTES







Please keep them until the end of the year
!!! The questionnaire and the methodological note can be downloaded from the INS website: Statistical Questionnaires\ UNICA Survey (Short-term Indicators) 
http://www.insse.ro/cms/en/content/short-term-indicators-unica-survey
Chapter NRSAL of S1 - monthly questionnaire is filled in on-line by using the web Portal on collecting statistical data e-SOP (accessing https://esop.insse.ro/esop-web/) or by using a single paper questionnaire which is submitted to the Regional Statistical Directorate/ County Statistical Directorate or to INS with data by total unit. Ministries, other central organs, prefectures, municipal, city and town councils, complete the questionnaire only for their own staff, which includes persons holding public dignity jobs according to the legal provisions in force and civil servants appointed according to Low No. 188/1999, republished with subsequent additions and amendments. Are not included the members of county and local councils and their corresponding amounts. 
In the questionnaire, data registration is based on records and technical-operative accounting within the unit, in particular the payroll received in the month for which the questionnaire is filled in; are included the backdated paid arrears for the ongoing year, as well as the backdated paid arrears for the last months of the previous year (i.e. the payments of the companions of persons with disabilities); are excluded backdated paid arrears corresponding to the previous years (i.e. the payments as consequence of wining the lawsuits involving the money rights).
!!!WARNING: the questionnaire includes data relating to the unit activity, to the existing organisational structure at the end of the month for which has been filled in. If changes occur during the month, the record of the data is done as such:

· when some sections (or other sub-units) are crossing from one unit to another, the data of the receiving unit include also those related to the section included;

· in case of merging or splitting, the data for the reported month refers at the new organisational structure.

· for the ceasing sections, until the ceasing moment, the data are included in the unit questionnaire to which they belonged.

In Chapter NRSAL “Average number of employees and earnings” when the questionnaire is filled in one must take into account the following: In col.2 ( col.15 are recorded data for each economic activity (irrespective of the number of employees of the unit). The economic activity corresponds to CANE Rev. 2 class level (4 digits) and groups all parties contributing to a product/service for which can be calculated the value of production/services and its labour force. From all unit economic activities one is to be considered the main activity and is established according to the products/services for which the most significant parts of the human resources are involved or bring the most revenue. The main activity defines the unit profile and coincides with the CANE Rev.2 code specified in the identification cartridge and in column 2 of Chapter NRSAL. The secondary activities are those activities that, together with the main activity, produce goods and services to be sold to third parties. The data are registered by economic activities starting with the main activity (Chapter NRSAL, col. 2). Summing up the data by the main activity (Chapter NRSAL, col. 2) and the secondary activities (Chapter NRSAL col.3 ( col.15) results total unit (Chapter NRSAL col. 1).

· Row 1 comprises gross amounts paid from the salary funds (excluding severance payments), including the monthly payment of managers or, as the case may be, the gross allowances of administrators or the bonuses granted to them, in accordance with the management, administration, mandate or performance contracts, concluded according to the legal provisions in force:

· gross basic salaries corresponding to the hours actually worked in full time and overtime (including indexations, leadership allowances, performance salaries and other rights which, according to the legislation, are included in the basic salary);

· bonuses (length in work, toxicity, shift/night work, etc.) and allowances granted as percentage of basic salary or as flat rates;

· gross amounts paid for non-worked time (annual holidays, study leaves, legal holidays, particular family events stipulated in the labour contracts);

· allowances for temporary work incapacity, determined by common diseases or non related to work injuries, professional diseases and work injuries paid from the salary funds (excluding amounts paid from the Unique National Health Insurance Fund (FNUASS) and Work Related Accidents and Occupational Diseases Insurance Budget (FAAMBP), in accordance with G.E.O. no. 158/2005 on holidays and health insurance benefits and Law no. 346/2002 on work related accidents and occupational diseases insurances, republished);

· bonuses/awards/benefits granted over the year and annual bonuses from the salary funds (including the 13th salary, holiday bonuses for the ongoing year) ;

· exceptional payments/bonuses (occasional) paid to the employees who are leaving the enterprise (including retirement bonuses), only if the respective amounts are not related to a labour contract;

· payments in kind and cash aids, including food allowance/norm, granted to employees as remuneration;

· value tickets (meal tickets, gift tickets, nursery tickets, cultural tickets, holiday vouchers) granted accordingly to the Law no 165/2018 with its further amendments, if are paid from the salary fund; 

· amounts paid to employees for transportation from and to the workplace;

· gross amounts granted for the payment of employees for holiday leaves not taken;

· other gross amounts paid from salary funds according to the legal provisions in force or according to their labour contract;

· gross amounts paid for work interruptions non-imputable to employees (including technical unemployment as a compensation paid from the basic salary, in accordance with the law).

!!!WARNING: Gross amounts paid from the salary funds include:

· all payment elements, including hold back amounts for instalment payments, stopping, the social security contribution paid by the employees to the state social insurance budget, the social health insurance contribution paid by the employees to the FNUASS budget, tax on gross amounts paid, as well as refunds from salaries reduction due to production non-achievements. The contributions and tax related to the gross amounts paid from the FNUASS/FAAMBP budget in form of health social security indemnities are excluded.

· gross amounts paid for the previous period of reference year (overtime, annual and holiday bonuses corresponding to previous year etc.), as well as the due rights, unpaid at the moment of filling in the questionnaire, provided that the payment documents are drawn up and endorsed by entrusted persons; these amounts will not be included in the questionnaire filled in for the following month;

· in case of extra payments occurring after the transmission of the questionnaire are to be included in the questionnaire for the following month.
Gross amounts paid from salary funds exclude:

· severance payments or compensation amounts in case of lay-offs,  paid from salary funds or based on an ordinance in case of labour contract ceasing as consequence of the enterprise restructuring;

· backdated paid arrears as consequence of wining the lawsuits involving the money rights related to previous years;

· backdated paid arrears received by the employees for the previous years to the reference year, except for the annual bonuses, holiday bonuses, respectively backdated paid arrears for the last months of the previous year (i.e. the payments of the companions of persons with disabilities).
These amounts will be included in the Annual Labour Cost Survey (S3), Chapter IV/Chapter II.

· From row 1 gross amounts paid from salary funds (excluding severance payments) are broken down: 
· In row 2 gross amounts paid to employees from the salary funds corresponding to the payments in kind and cash aids, including food allowance/norm, granted in accordance with employees’ labour contracts, respectively based on normative acts. 

Payments in kind include, but are not limited:
· product discounts – the employer sells products to employees at reduced rates, the difference between the market price and the reduced price is considered payment in kind; e.g.: food and drink (excluding expenditure on canteens and meal vouchers), coal, gas, electricity, fuel oil, heating, footwear and clothing (excluding working/protective clothes), micro-computers, etc.;
· free or subsidised housing – the employer pays employees’ housing costs in full or in part, the difference comparing with the market price is considered payment in kind; this refers to expenditure by the enterprise to assist employees with housing, maintenance and administration, tax and insurance relating to housing), reduced-interest loans for the construction or purchase of housing (the difference between the interest payment at market rates and at the rate granted is considered payment in kind), allowances and subsidies granted to employees in connection with their housing, and installation, but excluding removal allowances;
· private use of a car owned by the employer , in accordance with the Fiscal Code provisions;

· free or subsidised petrol – the employer pays all or part of the employee's private fuel costs associated with the use of a car owned by the employer;
· free or subsidised parking at work – the employer provides parking facilities for employees at reduced or zero cost;

· free or subsidised use of a mobile telephone – the employer provides a mobile phone for private use and pays all the associated costs;

· share purchase schemes/stock options – the employees receives the right to buy shares for already fixed price or to receive free company shares; 
· transport subscriptions/tickets provided by the employer free of charge or at reduced prices to transport employees to/from work;
· food, beverages, free meals or at reduced prices (excluding food and body strengthening nutrition antidote) - the employer pays all or part of the expenses;

· gifts given to employees for various holidays;

· medical services/health subscriptions - the employer pays all or part of the medical services/health subscriptions of the employees and/or their families members.
The value tickets (meal tickets, gift tickets, nursery tickets, cultural tickets, holiday vouchers) granted accordingly to the Law no 165/2018 with its further amendments, are highlighted in Row 1 and Row 2 if are paid from the salary fund, respectively in Row 6 if are paid from other funds. 

· In Row 3 are highlighted the bonuses, awards and other benefits paid from salary funds, including amounts paid to employees for transportation from and to the workplace, excluding severance payments. 
· Row 4 points out occasional bonuses, awards and other benefits paid at other time periods than the normal payment periods or paid on exceptional basis (e.g.: quarterly and bi-annual bonuses for outstanding performances, either individual or collective, holiday bonuses for the ongoing year, the 13th salary), included in row 3.

Row 1, Row 3 and Row 4 comprise only those exceptional (occasional) bonuses granted to employees leaving the unit, if these payments are not provided in accordance to a collective agreement/employment contract. Compensation amounts in case of lay-offs or severance payments are not included. If these exceptional payments are provided according to a collective agreement/employment contract, will be included in the Annual Labour Cost Survey (S3), Chapter IV.
· Row 5 includes gross amounts paid to employees (as incentives) from net profit (including the amounts paid corresponding to the previous year) of commercial companies, national companies and cooperative organisations, according to the legal provisions in force. If the case, the amount corresponding to manager’s or administrator’s share is also included. Dividends paid from net profit are excluded. 

· Row 6 includes amounts paid from other funds than the salary funds (established in accordance with state budget law), including the payments in kind (products, rents, fuel, energy, transport etc.), cash aids, food allowance/norm, granted based on certain normative acts, as well as incentives granted from a fund established by applying a percentage to the amounts obtained from turning into account seized goods from penalties coming from amounts cashed based on enforced legal acts in accordance to the Fiscal procedure code, those cashed based on judicial restructuring and bankruptcy, other incentive granted besides the salary funds, based on normative documents in force, as well as the values tickets (meal tickets, gift tickets, nursery tickets, cultural tickets, holiday vouchers) granted accordingly to the Law no 165/2018 with its further amendments, if are paid from other funds. The backdated pay arrears are excluded. The amounts from social insurance funds (FNUASS/FAAMBP) are not included. These amounts will be included in the Annual Labour Cost Survey (S3), Chapter II.

!!!WARNING:
· To avoid double counting of the various earnings components – in row 1 (and the subsequent breakdowns) the gross amounts for the salary funds will be reported, and in row 6 the gross amounts from other funds.
· Are excluded the reported amounts granted to cover the transport expenditure, accommodation, respectively the employees’ per diem for work related travels, inside the country or abroad (except the per diem amounts which oversees the not taxable threshold as stipulated in the legal provisions in force).
· Row 8 is filled in with the amounts representing employment insurance contributions paid by the employers to the general consolidated budget, according to the legal provisions in force.
· Row 9 is filled in with the amounts representing the social security contribution paid by the employees to the state social insurance budget, according to the legal provisions in force, including the related share of private pension funds, in accordance with the Law no. 411/2004 (republished), regarding the private pension funds, with its further amendments. It will be reported the contributions related to the gross amounts paid (excluding those from the FNUASS/FAAMBP budget in form of health social security indemnities), registered in the statistical form.

· Row 10 is filled in with the amounts representing the social health insurance contribution paid by the employees to the FNUASS budget, according to the legal provisions in force. It will be reported the contributions related to the gross amounts paid (excluding those from the FNUASS/FAAMBP budget in form of health social security indemnities), registered in the statistical form.

· Row 11 includes the tax related to gross amounts paid (row 7) in accordance with the taxation according to the legal provisions in force. It will be reported the tax related to the gross amounts paid, registered in the statistical form. The tax related to the gross amounts paid from the FNUASS/FAAMBP budget in form of health social security indemnities is not included.
· Row 12 is filled in with the number of employees at the end of the month (excluding the employees with suspended labour contract/agreement) comprising the persons with individual labour contract/agreement for a limited or for an indefinite duration (including seasonal workers, the manager or the administrator) whose labour contract/agreement was not suspended, being in force in the last day of the month for which the questionnaire is filled in. The employees working abroad, those cumulating several jobs and/or do not have the main job at the reporting unit are not included. In view to avoid double/multiple registration, please observe the definition from the Fiscal code (with further amendments) referring to the dependent activity at the main job, i.e. „any activity carried out based on an individual labour contract or on a special status provided by law, declared to the employer as being the main job; in case the activity is carried out for several employers, the employee is obliged to declare to each employer the unit where he/she has the job considered as main job”.

· Row 13 comprises all the employees whose labour contract/agreement was suspended, irrespective of the month when suspension took place, being in one of the situations stipulated by Law no. 53/2003 – Labour code republished, with its further amendments, in art. 49-54, on “Individual labour contract suspension” and Law no. 161/2003, art. 87-88 from Title III section 2, related to the labour agreement suspension (e.g.: maternity leave, temporary work incapacity leave, appointment within and executive, legislative or judicial authority, for the entire mandate duration, and so on).

· Row 14 is to be filled in with the average number of employees, representing the simple arithmetic mean resulting from summing up the daily number of employees (excluding those whose labour contract/agreement is suspended) from the concerned month – including the weekends and legal holidays – divided to the total number of calendar days. The daily number of employees considered for compiling the average number also includes the employees under temporary working incapacity (sick leave) for the period during which they are paid from salary funds. The daily number of employees considered for the compilation of average number does not include: the employees in unpaid leaves, in strike, working abroad (except cases when the unit who detached them paid the respective employees remuneration in Romania for which compulsory social contributions and tax were retained). For the weekends, legal holidays and other non-working days the daily number of employees is considered to be the one in previous day, less those whose labour contract/agreement ceased that very day. In case the unit was dissolved or ceased its activity during the month, the daily number of employees refers only to the period in which the unit functioned, the resulting sum being divided to the total number of calendar days for the respective month.

The part-time employees are included in the average number proportionally with the working time stipulated in the labour contract (e.g.: the person working half-time is considered in the compilation of daily number of employees as 0.5 instead of 1). The employees detached are considered in the compilation of the average number of employees at the unit where they are cashing their salary rights. Delegated employees are included in the number of employees of the unit which has delegated them.

!!!WARNING: Exceptionally, for the cases where amounts corresponding to previous periods are paid (e.g. bonuses over the year or annual bonuses, holiday bonuses, the 13th salary, backdated paid arrears for the last months of the previous year (i.e. the payments of the companions of persons with disabilities), amounts paid retroactively as a result of winning in court of holiday bonuses and other amounts for the current year), the number of beneficiaries (former employees or employees with suspended labour contract/agreement) must be included in the average number of employees proportionally with the periods for which respective payments were done, so that a direct correlation between the gross amounts paid and the average number of employees is to be made.

· Row 16 is to be filled in with the hours actually worked as the total sum of hours worked by the unit employees, broken-down by hours worked in normal working time (row 17) established through the labour contract and by overtime (row 18). For education activity the normal working time is considered to be 8 hours/day and 5 days/week (40 hours/week).

Hours actually worked are defined as the sum of all periods spent on direct and ancillary activities to produce goods and services.

Hours actually worked include:

· hours worked in normal working time;

· overtime paid or not paid, additional to the normal working time and during weekends, legal holidays and other non-working days. If additional hours worked are paid at a double/triple rate in Row 18 will only be included the overtime actually worked (e.g. if 1 hour of overtime is paid double, in Row 18 will be registered only 1 hour);
· hours spent on tasks such as: work and site preparation, preparing, maintaining, repairing and cleaning tools and machines, work related travels;

· hours paid but not worked and not imputed to employees (machine/tools stoppages, accidents or occasional lack of work;

· short rest periods at the place of work, including tea and coffee breaks;

· hours spent in training either in the enterprise/local unit/other places or in educational establishments.

Hours actually worked exclude:

· hours paid but not worked (e.g. paid holidays/vacation, public holidays, special family events, absence due to sickness paid by the employer etc.);

· hours not worked and not paid by the employer (e.g. absence due to sickness paid from FNUASS/FAAMBP), maternity leave, short-time unemployment, labour disputes/strikes etc.);
· main meal breaks (e.g. not short rest periods or refreshment breaks);

· hours spent by the employee travelling between home and place of work;

· hours compensated as free time in the reference month from overtime worked during the reference period or worked during previous periods.
· Row 19 comprises the persons working within the enterprise but not included on payrolls and who do not have a labour contract, such as: (1) employers who carry out their activity within their own enterprises and for whom the income source is solely represented by unit dividends and profits; (2) family workers mean those persons who are carrying out their activity within an economic unit belonging to the family or to a relative, by helping it and for which they do not receive a compensation as wages and salaries; the payment is done in kind (food, clothing, housing) or occasionally or exceptionally in cash, without being included on payrolls. The average number is compiled as simple arithmetic mean resulting from the sum of daily number of other persons employed from the respective month – including weekends and legal holidays – divided by the total number of calendar days.

!!!WARNING:  The employees under technical unemployment, who benefit, according to the legal provisions in force, of an allowance from the basic salary corresponding to the job, paid from the salary funds, are to be included in the monthly reporting as follows:

· in the number of employees at the end of the month with suspended labour contract (row 13);

· in the average number of employees (row 14), proportionally with the working time stipulated in the labour contract;

· the hours actually worked (row 16) corresponding to this category of employees will be 0;

· in the salary funds: the amounts related to granted allowances (row 1);

· compulsory social contributions and tax will be calculated in accordance  to the legal provisions in force (row 8 ÷ row 11).
· Reporting method only for schools that fill in separately the S1 monthly questionnaire, to be centralized at county/ Bucharest Municipality, by the School Inspectorate: for teachers who work in several education centres, with different working time fractions, but cumulatively meet the standard working time, the reporting will be made by the units for the employees that considers their main job at the respective unit, including also the time fractions worked for other education units. The schools where teachers have part-time fractions, but they have not declared it as their main job, it will not report them (being included at the reporting unit in which they have the main job declared).

· In case unit X has employees with part-time labour contract, whose main job is in another unit Y, the reporting is to be done as follows:

· Unit X will report these employees as average number (row 14), proportionally with the time worked in unit X. The number of employees (row 12) will not include them, since they do not have their main job at unit X.

· Unit Y will report these employees in the number of employees (row 12) and in the average number (row 14), proportionally with the time worked in unit Y.

· In case, for the reference month, the necessary funds for covering entirely/partly the salary payments for the employees of the reporting unit or for a distinct activity carried out within it do not exist, the following procedure will be applied in view to obtain statistical indicators (number of employees, average monthly and hourly earnings) with the highest accuracy level: 

· for current month, the employees who have worked but have not been paid due to the lack of funds are to be reported only on row 12 “number of employees at the end of the month (excluding the employees with suspended labour contract /agreement)” and in Chapter DIFF. „Causes of differences compared to the previous month”, cause 7 “Financial difficulties” will be ticked. No other indicator from the questionnaire will be reported for these employees;

· for next month, when the funds are to be granted and the employees will be paid for the respective month and backdated paid arrears, the reporting will include in row 1 the whole gross amounts paid from the salary funds (the two months they have been paid for), the rest of indicators corresponding only to the reference month for which reporting is done. Likewise, in Chapter DIFF. „Causes of differences compared to the previous month”, cause 9 “Other causes” is to be ticked, mentioning the reason for increasing salary rights as consequence of salary payments for several months.

· Temporary employment agencies (division 78 NACE Rev.2) will report the employees with which they directly conclude employment contracts even if the employees carry out their activity in other economic units. The economic units (excluding those belonging to division 78 NACE Rev.2) who carry out their own activity with the employees whose employment contract is directly concluded with the temporary employment agencies (division 78 NACE Rev.2) will not report the respective employees.

Chapter DIFF.: “Causes of differences (() compared to the previous months” is filled in by ticking X in the box corresponding to the causes which determined the differences as against previous month. One or several causes could be filled in.
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