NOTES FOR TRANSCRIBING THE 1911 WILTSHIRE CENSUS
The 1911 Census Original Images are recorded as one sheet per household.  If property is multi occupancy then 2 or more sheets are recorded for each abode.
Any submission of census material should be sent to the administrator on the spread sheet provided - this may be downloaded from the “Downloadable Templates” Section of the Wiltshire OPC web site found on the Home page under “Interact”

The spread sheet is designed slightly different to the original census returns.

The columns should be filled in as we have set out this will aid the inclusion of the data in the proposed searchable data base and will make it easier for extraction to the surname index.

If cells are not long enough to hold the information being transcribed don’t worry as the document will be re-formatted before the PDF version is created by the admin team.
Should you not be sure of an entry record your best guess and highlight (bold) the whole row.  This will assist the admin team in checking anything you are unsure of against the originals and other sources.

The whole census should be recorded on just one sheet for each census year.  There are set templates for each of the census years available from the “Downloadable Templates” Section.

Deciding which data goes where on the template.

PAGE NUMBER

This can be found in the top right hand corner of the original census page.

ABODE - This should include the information recorded at the bottom right of the original census and needs to be continued down the column for each entry until the abode changes.  

SURNAME - This should  be recorded in each of the relative cells.  Ditto marks are not used as this will not allow the entry to be added to the database and surname index.  DO  NOT use all capitals.

GIVEN NAMES - Please record these as seen (do not alter what you believe are spelling mistakes).  If the name is abbreviated such as Wm. It is not a sin to change to William.  Initials should be recorded as for example T. J.

RELATIONSHIP TO HEAD - This should be transcribed exactly as recorded on the original return. 

MARITAL STATUS - This should be recorded as either Married, Unmarried, Widow/Widower or sometimes Divorcee.  Remember that a woman is a widow and a man a widower.  If under age 16 this may be left blank. 

AGE - This should be recorded as full years.  It is recommended that if a child is recorded as months or weeks then if under 12 months change to age 0.  If recorded as 20 months etc. then this should be converted to full years.

SEX - Record M for male and F for female.  If unsure use a ? and bold the whole line of the entry.

YEAR BORN - This will automatically change once the age in full years is recorded.  It is a guide to the year born and not a definitive.

COMPLETED YEARS MARRIED - This should be recorded against the line of the wife of the household.  Sometimes this information is given for widowers and this should be included but struck through.  
TOTAL CHILDREN BORN ALIVE - This should be recorded against the line of the wife of the household.  Sometimes this information is given for widowers and this should be included but struck through.
CHILDREN STILL LIVING - This should be recorded against the line of the wife of the household.  Sometimes this information is given for widowers and this should be included but struck through.  This figure plus that recorded in “Children who have Died” column should add up to the figure in the “Total Children Born Alive” column.  This may not equal the amount of children included in the census itself as it will include those offspring who have married or have left home for some other reason.

CHILDREN WHO HAVE DIED - This should be recorded against the line of the wife of the household.  Sometimes this information is given for widowers and this should be included but struck through.  This figure plus that recorded in “Children Still Living” column should add up to the figure in the “Total Children Born Alive” column.  
OCCUPATION - This should be recorded  only where an occupation is listed.  Sometimes a child will be recorded here as a scholar this should be treated as if an occupation.  You may find other descriptions here such as pauper, pensioner etc.  All can be recorded in this column.  Inflictions should be recorded in the Infirmity column provided.
INDUSTRY OR SERVICE WITH WHICH WORKER IS CONNECTED - This should only be recorded if completed on the original census.
EMPLOYED WORKER OR WORKING ON OWN ACCOUNT - This should only be recorded if completed on the original census.

WHETHER WORKING AT HOME - This should only be recorded if completed on the original census.  Sometimes this will be recorded for those women who remain at home and keeping house.

BIRTHPLACE - This should be transcribed as recorded but the Wiltshire part can be omitted.  Places outside the county or abroad should be recorded in full. 
NATIONALITY OF EVERYONE  BORN IN A FOREIGN COUNTRY - This need only be transcribed if born outside of the UK.  Sometimes it is filled in as British or British subject by parentage there is no need to include this if the person is born within the UK.
INFIRMITY - This should be transcribed as is recorded. 

NOTES
Use this column to add OPC or Transcribers Notes.  
Please note that if the “Year Born” column needs to be continued down to complete the amount of entries then this can be done by copying and pasting one of the cells down filling the amount of cells required.

If there are more lines than are required these can be deleted.

Once completed return the spread sheet to the Administrator who will do the rest and add your copyright to the document.

