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Preface 

 

This version of the manual includes the specification of Single Data Return (SDR) requirements for the 2009 

academic year.  From 1 January 2008 the Student Component will be replaced by a new funding mechanism 

designed to support Investment Plans. The new mechanism is composed of two components:  

 

 a Student Achievement Component to provide the government contribution to the costs of teaching and 

learning and other costs driven by student numbers, and 

 a TEO Component to provide the government contribution to the costs that support each TEO to focus on its 

specific and distinctive role in the network of provision. 

Student Achievement Component funding will not be based on forecast student enrolments. Instead payments will be 

made according to the payment schedule agreed in a TEOôs Investment Plan or Funding Agreement. 

Equivalent full-time students (EFTS) is still used as the measure of the volume of education delivered under the 

Student Achievement Component. 

For more information about Investment Plans and the new funding system, read the Investment Guidance 2008-2010 

available on the TEC website. 

 

A summary of the changes that apply to 2009 are listed below.  The Ministry has consulted with representatives from 

the sector and with other education agencies about these changes. 

 

There are no file or field changes to the SDR for 2009 

Appendix Change 

1a & 1b Tertiary Education Organisations Annual update of new, closed and merged TEOs 

2a & 2b Secondary, Composite and Special Schools Annual update of new, closed and merged Schools 

3 Country of Citizenship Codes Updated with any new and amended codes 

4 Iwi Codes Updated with new and amended codes and names 

6 Funding Classification Codes Updated to reflect any new and/or changed funding 

classifications 

7 Valid Funding Category Codes for Funding 

Classifications 

Updated to reflect any new and/or changed funding 

classifications and categories 

11 SDR Error/Warning Codes Updated with new and amended codes and page 

references 

13 Summary Report URL to Summary report example on STEO 

15 Glossary of Terms Page references updated 
 

 

For detailed file and field changes please refer to the Version Amendments section on page 5. 

 

 

Thanks to all the people that were involved in the review and subsequent changes that have been made to the SDR 

Manual for 2009. 

 

 

 

Taofia Bryce 

Manager Business Services (Acting) 

Sector and Business Services 
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General Information 

 
 

The SDR Manual has been updated with input from the Tertiary Education Commission (TEC).  The TEC is a 

standalone crown entity that funds all post-compulsory education and training offered by Universities, Polytechnics, 

Colleges of Education, WǕnanga, Private Training Establishments, Foundation Education Agencies, Industry 

Training Organisations and Adult and Community Education Providers. 

 

Two excerpts from the Education (Tertiary Reform) Amendment, which form the basis of the SDR data collections, 

are quoted below: 

 

Section 159 AE of the Education (Tertiary Reform) Amendment 2002 

ÅMinistry may hold and disseminate information 

 

Any information collected and held by the Commission, the Qualifications Authority, or the service continued by 

Part XXII may be held by the Ministry on behalf of the relevant agency and be disclosed by the Ministry to- 

ñ(a) the agency on whose behalf it is held; and 

ñ(b) any other person or agency that is entitled to receive it. 

 

Section 159 ZK of the Education (Tertiary Reform) Amendment 2002 

ÅConditions on (grants of) funding 

 

ñ(1) It is a condition of (a grant of funding) payment of funding under section 159ZJ that the recipient will supply to 

the Commission or Ministry, at intervals and in a form specified by the Commission or Ministry, any financial, 

statistical, or other information (relating to the use of the funding) that the Commission or Ministry requires the 

organisation to supply.ò 

 

All formal qualifications must have mandatory formal assessment procedures that lead to credit and to the award of 

a qualification. 

 

Recognised qualifications have a qualification award category between 01 and 60 (refer Appendix 9). All students 

enrolled in Training Opportunities, Youth Training, Skill Enhancement and Industry Training Organisation 

programmes are classified as formal and all fields are required to be reported. These students are referred to as Type 

D students. 

 

While every student reported in an SDR must have a National Student Number (NSN), all Type D students require 

an óActiveô NSN.  Once a Type D student has an óActiveô NSN (where both fields for verification have been 

completed) then that student has fulfilled the verification requirements for enrolment at any Tertiary Education 

Organisation (TEO).   

 

Students enrolled in formal qualifications that have a total EFTS (Equivalent Full-Time Student) value less than or 

equal to 0.03 for the academic year and all STAR (Secondary Tertiary Alignment Resource) students are Type B 

students.  These students are only required to supply their gender, and TEOs are not required to verify proof of 

identity.  However, the NSI (National Student Index) will not allocate an NSN without a date of birth.  For Type B 

students where a date of birth is not collected, a proxy date of birth supplied by the Ministry may be used to enable 

an NSN to be created.  For those Type B students where the date of birth is known or where an NSN already exists 

for the student, the proxy should not be used.  The proxy is not intended for Type C students (where a date of birth 

must be supplied but is not required to be verified) and must not be used for Type D students (where a full set of 

data must be recorded i.e. an óActiveô NSN).  

 

The Ministry proxy that can be used for Type B students where no date of birth is known is 11/11/1918. 
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Version Amendments 

 
 

Changes made to file and field specifications since version 10.5 are listed below: 

 

Change 

New Field OR Field No. 

remaining in 

Section:  Field Specification ASSIST 

Validation 590 introduced 

 

Field Number 2.8 

 

Section:  Field Specification PERM_POST_CODE 

Validation 557 changed to an error 

Validations 556 and 558 amended to include type B and C students 

 

Field Number 1.23 

Section:  Field Specification TERM_POST_CODE 

Validation 560 changed to an error 

Validations 559 and 561 amended to include type B and C students 

 

Field Number 1.24 

Section:  Field Specification CLASS 

Existing Classification #21 - remove Funding Category B1 as a valid 

assignment. Assign Category Z as a valid assignment. 

Change Description to Trades 1 ITO Funded 

 

 

Field Number 2.15, 3.5 
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Introduction 

 
 

What is the SDR?  The SDR is a set of data items that are specifically required by the Ministry and 

the Tertiary Education Commission (TEC) for monitoring performance against 

Investment Plans as well as statistical reporting purposes.  

All TEOs that receive the Student Achievement Component and/or have students 

with Student Loans or Allowances are required to complete an SDR.   

On 1 January 2008, the Student Component has been replaced by a new funding 

mechanism designed to support Investment Plans. For more information about the 

Investing in a Plan approach and the new funding system, see the Investment 

Guidance 2008-2010 available on the TECôs website. 

Note that while the term Student Achievement Component, has replaced the term 

SCF funding, Equivalent full-time students (EFTS) is still used as the measure of 

the volume of education delivered under the Student Achievement Component.  

 

Why is an SDR needed? 

 

The SDR is an important source of information for monitoring performance 

against the delivery and outcome commitments in TEO Investment Plans (or 

Funding Agreements). The return also provides the base data for compilation, 

analysis, and reporting of tertiary education statistics on student enrolments and 

course and qualification completions. The main benefit of the SDR is that it 

provides one central point for the collection, processing and delivery of 

information from TEOs to education agencies.  

 

What information is 

needed for the SDR? 

The information required for the SDR is based on unit-record data obtained from 

TEOs student management systems, which is provided to the Ministry three times 

a year as at 30 April, 31 August and 31 December. Course and Qualification 

completions are also returned three times a year in line with the SDR dates.  All 

students for which a valid enrolment has been made in a TEOs student 

management systems are required to be reported, regardless of the level of study 

or the funding source.  Also included from 2008 is the Qualification Completion 

File.  Note:  There are separate requirements outlined for the inclusion of students 

in the Course Completion File and Qualification Completion File. 

Information is required on student characteristics, course enrolment details, course 

and qualification completions, course details, and actual EFTS on a monthly basis. 

Further information on EFTS forecasts is required as part of the validation 

process.  
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The Collection Process 

 
 
This section describes the process of preparing and returning the SDR and associated data to the Ministry. There are 

five stages in the process from original data capture, to the publication of summary information. 

 

  

Data 

collection 

 

TEOs collect data from students on application and 

enrolment forms, and enter the data in their SMSs*. 

These systems should also contain details of courses 

and qualifications, which are required for the Course 

Register and Qualification Register. 

  

Data 

extraction 

 

TEOs extract data from their SMSs, creating data files 

in the format specified in the SDR manual.  In the case 

of the Forecast and Staffing Return, the data is entered 

manually, or a file is uploaded into the validation 

system. 

  

Data 

validation 

 

TEOs use the web-based validation system supplied by 

the Ministry to check the accuracy and integrity of the 

data files. This ensures that the files are in the correct 

format and that individual data items are correctly 

coded. It is essential that TEOs have access to the 

Internet to access the validation systems. 

  

 

  
 

 

 

 

 

 

* Note: A list of Ministry certified SMSs (Student Management Systems) can be found under óApplicationsô on the 

STEO website: http://www.steo.govt.nz.  

Data 

transfer 

 

TEOs return the validated data files to the Ministry via 

the online web validation. Every SDR received by the 

Ministry can be acknowledged by an automatic email. 

A signed declaration that certifies the data is correct 

which is produced by the validation programme is 

faxed by the TEO, to the Ministry. There are three 

individual Summary Report pages, one for each return, 

SDR, Course Completion and Qualification 

Completion. 

Data 

analysis 

 

The Ministry and the TEC use the data files received 

from TEOs, to revalidate the data, monitor 

performance against the delivery and outcome 

commitments in the Investment Plan (or Funding 

Agreement), and to generate statistical reports. TEOs 

that supply a valid return will receive a funding notice. 

However, TEOs that supply an invalid return will be 

notified, and asked to submit a revised SDR. 

Data is entered 

into Student 

Management 

System 

 

Text files are 

prepared in 

specified 

format  

 

Text files are 

validated 

with 

Validation 

Programme 

The TEC 

monitors 

performance 

against the 

commitment

s in the 

Investment 

Plan or 

Funding 

Agreement 

 

http://www.steo.govt.nz/
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Conditions for Provision of Information 

 
 

Confidentiality 

of Information 

on Students 

 

 

Information supplied through the SDR will be used by the Ministry and the Tertiary 

Education Commission for monitoring performance and for producing tertiary education 

statistics The information collected is also used for checking and auditing individual 

student enrolments, and for forecasting student enrolments and EFTS use.  Data at a TEO, 

qualification and course level may be transferred between relevant government agencies, 

such as the New Zealand Qualifications Authority (NZQA), the Ministry of Social 

Development and Te Puni KǾkiri. Data at an individual student level will not be released 

outside the Ministry except for the prevention, detection, investigation, and prosecution of 

offences, or the protection of public revenue. The Privacy Commissioner has agreed 

information volunteered by the student, that enables the Inland Revenue Department to 

calculate the Student Loan Scheme loan-interest write-off, can be transferred from the 

Ministry to that department. 

The use of the óUnique Identifier Codeô by the Ministry has been allowed by the Privacy 

Commissioner to be adopted for students involved in post-compulsory education.  This will 

enable the compiling of statistics about publicly funded tertiary education (and for certain 

other limited purposes).  Further information can be found at 

http://www.privacy.org.nz/privacy-act/post-compulsory-education-unique-identifier-code 

 

Responsibility 

for the Integrity 

of Data 

Collected at each 

TEO 

 

Each TEO is responsible for the integrity of data collected from students and staff. In order 

to gain consistency in items collected across the tertiary sector, an enrolment/application 

form template is available from the STEO website: http://www.steo.govt.nz. 

Responsibility 

for the Integrity 

of Data Provided 

to the Ministry   

 

The responsibility for checking the integrity of the data provided to the Ministry will rest 

with the TEO. To ensure the integrity of the data, TEOs will be required to undertake data 

validation checks, to check inconsistencies that arise in comparing frequency counts from 

previous years' data, and to correct errors before submitting the data to the Ministry. TEOs 

are to provide summary reports to the Ministry together with the data files. The summary 

report is produced by the validation program after the SDR files have been validated. The 

summary report declaration accompanying the SDR files submitted will need to be signed 

by the Chief Executive Officer/Registrar to confirm the reliability of data contained on the 

files and to confirm total roll numbers. 

The Ministry's 

Responsibility 

for Quality 

Assurance  

 

The Ministry acknowledges that TEOs have an obligation towards the students who furnish 

the information to ensure that the data supplied to the Ministry is used appropriately. 

Summary statistics reports of enrolments for the whole tertiary sector will be posted on the 

Ministry's website: http://www.minedu.govt.nz.  

 

The Ministry's 

Responsibility 

for Consultation 

with the Tertiary 

Sector  

 

The Ministry has consulted with representatives of the tertiary sector about the data 

requirements, and received support for the introduction of a single data return for both 

funding and statistical reporting purposes. The Ministry, in conjunction with TEC also 

conducts forums via a cross sector working group and the Tertiary Education Roadshows 

to explain the new and modified data requirements to TEOs on an ongoing basis. 

http://www.privacy.org.nz/privacy-act/post-compulsory-education-unique-identifier-code
http://www.steo.govt.nz/
http://www.minedu.govt.nz/
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Key Messages 

 
 

The following are some key messages relating to the SDR manual and processes. 

Attend the 

Tertiary 

Education 

Roadshows 

The Roadshows, organised by the Tertiary Education Commission, are a great way to 

meet staff from the education agencies and other TEOs as well as being informed of the 

latest developments related to the SDR. 

Keep your contact 

details updated 

The STEO website (secure site) features contact details for every TEO. Keep these up-

to-date to ensure that important information reaches the appropriate person at your TEO. 

STEOôs Message 

of the Day 

Remember to keep an eye on the Message of the Day that is featured on the home page 

of the STEO website - you will be informed of the latest news and updates relating to the 

activities on the STEO website. 

Passwords for the 

STEO and NSI 

websites 

There is a maximum of three attempts when logging on to the STEO or NSI websites (or 

any of the NZQA or TEC applications) utilising the Shared Authentication tool. 

 

Generic course 

start and end 

dates 

Ensure that you only use generic course start and end dates when submitting data to the 

Ministry where it is impractical to identify the relevant start and end dates for each unit 

or course. 

 

The December 

SDR is definitive 

for Enrolment, 

Student, Course 

and Course 

Completion 

While the April and August SDRs are both cumulative for Enrolment, Student, Course 

and Course Completion, the December SDR must include all data that has previously 

been submitted in the April and August returns. 

 

Qualification 

Completion is not 

definitive for 

December 

Each Qualification completion record is required to be reported only once. 

Course Register 

File 

The Course Register file should be processed as early as possible so that course 

differences can be resolved by the TEC without incurring any delays. Once the courses 

in the file have been approved, you should continue to use this file as the basis for your 

courses when submitting SDRs. 
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Qualification Register 

 
 

The Qualification Register is a nationwide database, maintained by the TEC, which lists New Zealand recognised 

qualifications and courses of study offered by TEOs. The register provides information on approved qualifications 

that are eligible for Student Achievement Component funding and for Student Allowances and Loans. 

 

A recognised qualification is one that has been approved by a quality validation body, such as: New Zealand Vice 

Chancellorsô Committee or NZQA or its agents, (ITP Quality and NZCTE); or leads to an award issued by a TEO 

for which the TEO's council (or academic board, with delegation) has given approval.  

 

Each qualification listed in the Qualification Register is attached to a TEO, and the data stored for the qualification 

includes a qualification code, NZSCED code, a qualification award category code and a Register Level. Refer to 

Appendix 9.  

 

Because the course enrolment records supplied by TEOs to the Ministry contain a qualification code, the Ministry is 

able to use the Qualification Register to collate data into qualifications for both national and international 

comparative purposes. 

 

For this reason, the integrity of the Qualification Register is paramount to the meaningful interpretation of what is 

happening in NZ tertiary education. It is vital, therefore, that all recognised qualifications for which you are 

submitting course enrolment and student data are accurately recorded in the Qualification Register.  

 

TEOs must ensure that the structure of their qualifications is reflected in the way they are numbered and entered on 

the Qualification Register. TEOs must then use the appropriate qualification code to report student enrolments in 

the SDR for Student Achievement Component funding and for student allowances and loans purposes.  

 

In planning the supply of and demand for teachers, it is important that the number of students enrolled in pre-service 

teacher education be identified. It is essential that all pre-service teacher education qualifications be identified by 

their sector and any other special characteristic, e.g. bilingual or immersion training. Please ensure that separate 

qualification codes are created for each type of pre-service teacher education. 

 

The Qualifications Register can be found on the STEO web site: http://www.steo.govt.nz.  

 

TEOs require password access to STEO to add or change information on the Qualification Register.  

 

 

http://www.steo.govt.nz/
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Course Register 

 
 

The Course Register is a listing of all courses, which form part of one or more qualifications listed in the 

Qualification Register, offered by a TEO and includes all the funding parameters and classifications agreed between 

TEOs and the TEC. 

 

The Course Register contains the following information on each offered course - Provider Code, Course Code, 

Course Title, Approved Qualification, Course Classification, NZSCED field, Register level, credit, Funding 

category, EFTS factor, Stage of pre-service teacher education, Course Tuition Fee for domestic students, Internet 

Based Learning Indicator, PBRF Eligible indicator, Foreign Fee, Compulsory Course Costs and an EXEMPT 

Indicator (FCCM policy). The Course Register is to contain only one entry for each course.  

 

Some courses lead to different qualifications and may have different funding categories, via the TECôs ñprogramme 

fundingò. However since funding is based on information provided in the Course Enrolment file, the fact that a 

course is associated with one and only one qualification in the Course Register file does not directly affect funding. 

 

The purpose of having an approved qualification on the Course Register is to provide the link between a course and 

a specific qualification for which: 

 EFTS-based course factors have been derived and approved 

 Quality assurance was originally obtained 

 The non-degree, degree, taught-post-graduate and research-based funding levels have been derived 

 

NOTE:  IT IS ESSENTIAL THAT THE COURSE CODE IN THE COURSE REGISTER IS EXACTLY 

THE SAME AS THAT USED IN THE COURSE  ENROLMENT FILE.  
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National Student Index 

 
 

The National Student Index (NSI) is a database, system and a set of processes used to assign all tertiary students and 

National Certificate of Educational Achievement (NCEA) candidates with a unique identifier, the NSN (National 

Student Number). 

 

NSNs must be included for every student reported to the Ministry in the SDR. This allows student information to be 

linked together, even if different TEOs report it in different years, so that accurate data about student characteristics 

and paths of study is recorded. 

 

The NSI is also used by NZQA as part of the administration of the Record of Learning (RoL). All existing RoL 

numbers assigned by NZQA are NSNs. NZQA use NSNs assigned by TEOs as studentsô RoL numbers. The NSI 

does not hold any information about studentsô unit standards or qualifications, so queries about these will need to be 

directed to NZQA. There is still a RoL registration fee, which will need to be paid to NZQA in the usual process; 

there is no charge for creating an NSN. 

 

TEOs can have access to the NSI system through a óliveô interface with their student management system(s), 

through batch processing of requests, or through the NSI website. TEOs have the ability to assign NSNs for their 

students and update existing NSI records that their students may already have. 

 

The Ministry has allocated a proxy date of birth (11/11/1918) that can be used for Type B students. This enables an 

NSN to be created as the date of birth is a required field. This proxy should only be used for Type B students where 

the date of birth is not known, or an associated NSI record does not already exist. Type C and D students are 

required to provide a date of birth at enrolment, and Type D students must have a verified date of birth. 

 

TEOs are encouraged to validate their files regularly as a means of checking and cleaning data.  When running 

validations, the NSN cut-off date should be set to the date you validate.  

 

Information for submitting a óchallengeô in the NSI can be found in the NSI Web Application User Guide.  This 

guide can be found on the STEO Downloads page.   

 

Additional information about the NSI can be found on the following web sites: 

 

 http://www.steo.govt.nz/ 

 

 https://www.nsi.education.govt.nz 

 

 

http://www.steo.govt.nz/
https://www.nsi.education.govt.nz/
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Fee and Course Costs Maxima 

 
 

Fee and course costs maxima have been introduced to maintain the affordability of tertiary education for all New 

Zealanders.  The Government designed the Fee/Course Costs Maxima (FCCM) and Limits policy to permit TEOs 

some flexibility to set fee/course costs while maintaining affordability and some certainty for learners.  The fee and 

course costs maxima are based on Student Achievement Component funding categories (which are set by the field 

of study of the course type), and will provide a ceiling beyond which fees and course costs cannot rise. 

 

The Fee/Course Costs Maxima (FCCM) and Limits policy has three main features: 

1. The FCCM, which apply to non-degree and undergraduate courses 

2. The Annual Fee Movement Limit (AFML), which applies to non-degree and undergraduate courses 

3. The Postgraduate Fee Increase Limit (PFIL) 

 

The FCCM, AFML, and PFIL cover compulsory costs (inclusive of GST) when all of the following apply: 

1. The TEO is the sole source of the relevant items  

2. Al l learners are required to pay 

3. The charge meets guidelines for borrowing under the compulsory fees/course costs component of the 

Student Loan Scheme. See the 2009 Funding Information available on the TEC website. 

 

Fee/course costs include the following: 

 Tuition fees  

 Compulsory administration charges  

 Examination fees 

 Other charges associated with a course or programme of study 

 Material charges 

 Field trips 

 Any compulsory purchase of equipment or books through the TEO 

 

The FCCM, AFML, and PFIL do not apply to: 

 Professional mastersô degrees. See Postgraduate Fee Increase Limit in the TECôs Tertiary Funding Guide 

 Courses that do not receive Student Achievement Component funding (other than courses funded under 

section 321 from 2005) 

 

In addition, the FCCM and Limits policy does not cover foreign studentsô fee/course costs (including foreign 

students enrolled in wholly research based courses).  

 

 

In order to monitor the fee and course costs maxima there will be a separation of student tuition fees and student 

course costs fees in the reporting of the SDR.  The following will be collected through SDR processes: 

 Course tuition fees 

 Compulsory course cost fees 

 Exemptions 

 Costs charged to students outside the fee and course costs maxima 

 

Information on the fee and course costs maxima, including Fee/Course Costs Maxima for 2009 ($/EFTS, GST 

inclusive) can be found on http://www.tec.govt.nz/templates/standard.aspx?id=2818. 
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Staffing Return 

 
 

An annual return of staff employed at TEOs 

 

The data collected is used to measure the size of the education workforce, the proportion of each gender in each 

category, and the calculation of staff:student ratios. 

 

The return includes aggregate measures of staff employed at TEOs during the week of 31 July. It is a ósnap-shotô of 

staff employed at each TEO at that time. The actual dates of the return period will vary year to year. 

 

For Tertiary Education Institutions (TEIs), the return will report numbers of staff, and full-time equivalents, by 

designation and gender. For Polytechnics, a classification of executive and support staff is provided in Appendix 10. 

 

For Private Training Establishments (PTEs), staffing óusageô will be required for teaching and executive staff by 

gender, full-time/part-time status and number of part-time teaching hours. 

 

The return includes all staff, whether employed through Ministry funds, foreign fee-paying student funds, 

scholarship funds, etc. It also includes staff from any branch offices, contractors and consultants. 

 

The Staffing Return data can be inputted using one of two methods.  A template can be downloaded from the STEO 

website downloads page, to be completed and uploaded to STEO, or inputted into a page on the STEO website 

(http://www.steo.govt.nz). 

 

The Staffing Return can be completed and returned during the week of 31 July and must be completed before the 

August SDR can be submitted. 

 

 

http://www.steo.govt.nz/
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PBRF Census (Staffing Return) 

 
 

A Performance-Based Research Fund (PBRF) Census (Staffing Return) is required from TEOs that are seeking 

funding from the PBRF.  It will provide detail to the Ministry and TEC of staff that are conducting research and an 

indication in advance of the number of PBRF Evidence Portfolios that the TEC can expect to receive.  The PBRF 

Census (Staffing Return) is only required in years when Evidence Portfolios are being submitted and evaluated by 

the TEC. 

 

As the PBRF Census (Staffing Return) is not an annual return, the detail is excluded from this SDR Manual. 

 

Background Information  

The PBRF is a key element in the tertiary education reforms and is administered by the TEC. The objectives of the 

fund are to: 

 Increase the average quality of research  

 Ensure research continues to support degree and post graduate teaching  

 Ensure that funding is available for postgraduate students and new researchers  

 Improve the quality of information on research output  

 Prevent undue concentration of funding that would undermine research support for all degrees or prevent 

access to the system by new researchers  

 Underpin the existing sector strengths in tertiary education research  

 

Full details on the PBRF can be found at http://www.tec.govt.nz/funding/research/pbrf/pbrf.htm.   For more 

information, please email pbrfinfo@tec.govt.nz. 

 

The need for the PBRF Census (Staffing Return) and Unique Identifiers for eligible staff 

The existing data collected by the Ministry through the SDR process goes part of the way in providing information 

to the TEC on how to allocate the PBRF.  This includes the use of information from the new PBRF Eligible field on 

the Course Register introduced in 2004.  However, additional data is required on individual staff conducting 

research and the TEC are also separately asking TEOs to submit Evidence Portfolios detailing the nature of research 

being undertaken.   

 

To pass information between the Ministry and the TEC there must be an approved key index or Unique Identifier 

for each data record.  Unique Identifiers are therefore being created for each PBRF eligible staff member.   

 

 

 

 

 

 

 

 

 

 

 

 

http://www.tec.govt.nz/funding/research/pbrf/pbrf.htm
mailto:pbrfinfo@tec.govt.nz
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International PhD Policy and Reporting  

 
 

In the 2005 Budget the government announced that international students enrolled for the first time after 19 April 

2005 in any PhD at a New Zealand University, will be classified as domestic students (for funding purposes) from 1 

January 2006.  NB: Once an international student qualifies under this policy, any subsequent withdrawal and/or re-

enrolment in a PhD still qualifies them as a domestic student.  An international PhD student must be studying in 

New Zealand to be eligible i.e.: they pay the same fees as New Zealand domestic students for their PhD studies, and 

are eligible for student component funding. 

The policy only covers enrolments in PhD courses and does not extend to any Masters or undergraduate studies. 

Reporting an on-shore International PhD student who first enrolled AFTER 19 April 2005. 

The new Assist code of ó09ô is to be used for all on-shore international PhD students who first enrolled in a PhD 

after 19 April 2005.  Then, depending on the specific courses enrolled in, the funding category 01 will be used for 

PhD courses and 02 for all other courses.    

 

If the PhD is research based, the new ASSIST code of 09 is still reported. 

Reporting an on-shore International PhD student enrolled PRIOR to 19 April 2005. 

There is no change to the reporting requirements for these students.  The ASSIST code of 09 will NOT be used.  

These students will still be classified as foreign full fee-paying and are required to pay a foreign fee. 

 

Scenario 1 ï On-shore international PhD student ï first enrolled AFTER 19 April 2005. (Does not matter 

whether research based or not) 

Assist = 09 

Funding = 01 

 

Scenario 2 ï On-shore international PhD student ï first enrolled AFTER 19 April 2005. 

Enrolled in both PhD and non-PhD courses 

Assist = 09 

Enrolled in  COUR01 (PhD) ï Funding = 01 

  COUR02 (PhD) ï Funding = 01 

  COUR03 (non-PhD) ï Funding = 02  

 

The studentsô enrolment in óCour03 (non-PhD) will be charged at full fee rates and the foreign fee will be 

applicable. 

 

Scenario 3 ï On-shore international PhD student ï first enrolled PRIOR to 19 April 2005. 

E.g. 1.  Enrolled in a research based PhD 

Assist = 06 

Funding = 01  

 

E.g. 2.  Where an international PhD student first enrolled prior to 19 April 2005 continues to be reported with an 

Assist of 03 and Funding of 02, the studentôs enrolment in all courses will continue to be charged at full fee rates 

and the foreign fee will be applicable. 

 



 

Ministry of Education ï Single Data Return Manual 2009, v 11.0  Page 16 

 

Timetable and Extract Dates 

 
 

The timetable below lists the return dates of the data files provided by TEOs to the Ministry over the 2009 year. 

Note that the "Extract Date" is the reporting date, i.e. the óas atô date at which data is extracted from your Student 

Management System. The actual return date, usually two weeks later, is the date by which the data files must be 

submitted to the Ministry. 

 

The actual return and extract dates are specified in the following table: 

 

Return Periods SDR Files and Return Dates 

 

April Return  

 

 

 Student, Course Enrolment, Course Register, Course Completion files for all 

students enrolled in current  year, plus the Qualification Completion file for any 

Qualification Completion records to date that have not already been reported. 

 Course Completion must include all current enrolments (from the course 

enrolment file) of Type D students who do not have a funding source of 06, 07, 

08, 11 or 21 AND all completions since previous return (e.g. any updates or 

changes from the December 2008 Course Completion file) 

 

 To be returned to the Ministry by 15 May 2009 

 

August Return  Student, Course Enrolment, Course Register and Course Completion files for all 

students enrolled in current  year, plus the Qualification Completion file for any 

Qualification Completion records to date that have not already been reported. 

 Staffing return for staff employed during week of 31 July 2009 

 Course Completion file must include all 2009 enrolments to date of Type D 

students who do not have a funding source of 06, 07, 08, 11 or 21 AND all 

completions since previous return (e.g. includes any updates or changes from 

completions returned the April  2009 Course Completion file) 

 

 To be returned to the Ministry by 15 September 2009 

 

December Return  Student, Course Enrolment and Course Register files for all students enrolled 

during the current  year, plus the Qualification Completion file for any 

Qualification Completion records to date that have not already been reported. 

 Course Completion file must include all 2009 year enrolments of Type D 

students who do not have a funding source of 06, 07, 08, 11 or 21 AND all 

completions since previous return (e.g. includes any updates or changes from 

completions returned in April and/or August 2009 Course Completion file) 

 

 To be returned to the Ministry by 31 January 2010 
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Summary of Files Required for 2009 

Return Period 1-15 May  

2009 

August 2009 1-15 September 

2009 

 

1-31 January 

2010 

Extract Date 30 April  

2009 

The end of the 

week the 31
st
 of 

July falls in  

31 August  

2009 

31 December 

2009 

Student File V  V 
V 

Course Enrolment 

File 

V  V 
V 

Course Register 

File 

V  V 
V 

Course Completion 

File 

V  V 
V 

Qualification 

Completion File 

V  V 
V 

Staffing Return  V  
 

PBRF Census* 

(Staffing Return) 

   
 

 

*Detail not included in this manual.  Further information can be found at www.steo.govt.nz and www.tec.govt.nz. 

 

 

http://www.steo.govt.nz/
http://www.tec.govt.nz/
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Identifying Enrolment Types 

 

 

*  Note: Where a student is enrolled in a combination of formal and non-formal courses, the sum of EFTS from 

formal enrolments will identify them as a Type B or Type D student. 

 

  

Start Here 

Yes 

No 

 

Yes 

 
Is the student 

funded by STAR? 

Is the student  enrolled 
in a non-formal  

course?* 

Type D student 
Full data set for 

student returned ï 
an óActiveô NSN is 

required 

No 

      Is the student enrolled  
   in a formal qualification  

    with a total EFTS value (in  
   ñformalò enrolments) greater  
   than 0.03? (Including TOPs,  
   ITOs, Youth Training, Skill  
     Enhancement students)* 

Yes 

No 

Is the student 
enrolled in a 

combination of 
formal and 
non-formal 
courses? 

No 

Yes 

 Type B student 
Limited set of 

 data for student 
 returned ï a 
óPartialô NSN 
 is required 

Type C student 
Limited set of data 

for student 
returned-a óPartialô 
NSN is required 
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Information Requirements 

 
 

The amount of data required by the Ministry from TEOs varies by the type of qualification a student is enrolled in.  

The following explains what information is required for each type of enrolment. 

 

Type A 

Enrolment 

From 2006 there are no Type A students. 

Type B 

Enrolment 

Includes all STAR students and students enrolled in formal qualifications that have an EFTS 

value less than or equal to 0.03. Only minimal data needs to be recorded for purposes of 

statistical reporting.  In the Student File fields 1.1-1.4, 1.6, 1.13 and 1.19-1.21 are required.  All 

fields, except Assist, are required in the Course Enrolment file return. Type B students are not 

included in the Qualification and Course Completion files.  Each year the Ministry will issue a 

proxy date of birth to enable a óPartialô NSN (National Student Number) to be allocated. 

 

Type C 

Enrolment 

Are students enrolled in non-formal education for whom only limited data needs to be recorded 

for purposes of statistical reporting. In the Student File fields 1.1-1.4, 1.6, 1.13, 1.17, 1.19, 1.20 

and 1.22 are required. All fields, except Assist, are required in the Course Enrolment file return. 

Type C students are not included in the Course Completion or Qualification Completion files. 

Proof of identity is not requested, but students must have a óPartialô NSN. 

 

Type D 

Enrolment 

Are students enrolled in a formal qualification or a module of a formal qualification 

(qualification award category between 01 and 60, & 98) with a total EFTS value (in ñformalò 

enrolments) greater than 0.03. Included are Training Opportunities, Youth Training, Skills 

Enhancement and Industry Training Organisation students. Type D students must have an 

óActiveô NSN.  Once a Type D student has an óActiveô NSN i.e. both fields for verification have 

been completed (Name/DoB and Residential Status) then that student has fulfilled the 

verification requirements for enrolment at any TEO. 

 

Definitions: 
Secondary Tertiary Alignment Resource (STAR) is where secondary schools receive funding for the purpose of 

offering non-conventional and tertiary type courses to their students. STAR funded students may enroll with a 

tertiary education provider for the purpose of receiving tuition. 

Non-Formal Programme includes adult community education courses and courses taken for personal interest 

(CPI). The courses may or may not involve mandatory assessment and do not lead to the award of a qualification.  

A recognised qualification is one that has been approved by  a quality assurance body, such as: New Zealand Vice 

Chancellorsô Commitee or NZQA or its agents, (NZPPC and NZCTE); or leads to an award issued by a tertiary 

institution for which the institution's council (or academic board, with delegation) has given approval.  

Formal assessment requires that a student's progress is assessed, internally or externally, in a manner that 

determines completion of the qualification. If a student receives a certificate of completion or attainment simply by 

virtue of attending classes, or in some other non-discriminatory way, this is not considered to be formal assessment. 

An Active NSN is where all the required data on the NSI record has been supplied and recorded as being verified. 

A Partial NSN is where some or all of the data on the NSI record is missing or unverified. 

An Inactive NSN is where the record relates to a deceased or fictional person and should no longer be used. 

A Merged NSN is where the record is no longer current.  The record will indicate which NSN should now be used 

for the student in question. 
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Reporting Requirements 

 
 

How to report the 

enrolment of Training 

Opportunity and 

Youth Training 

students 

 

 

All students enrolled in Training Opportunities and Youth Training programmes are 

Type D students and therefore must complete a full enrolment which requires an 

óActiveô NSN. 

Students enrolling into Youth Training or Training Opportunities programmes of 

study generally fall into 3 groups:  

1. The first group enrols into a course that leads to a National Certificate (NC) 

and therefore these students should be enrolled into the appropriate NC 

qualification, (NC code). The source of funding field differentiates them from 

other students. 

2. The second group enrols into locally awarded certificates and you should use 

the qualification code for that certificate (PC code (PTEs) or XX code where 

XX is the 2- letter TEI code). 

3. The third group enrols into Youth Training or Training Opportunities courses 

that are based on a selection of unit standards that can count for credit. A 

generic qualification code can be used for these courses. For PTEs it is PCYTH 

or PCTOP. For TEIs it is XXYTH or XXTOP where XX is the two letter 

institution code. 

Note that a TEO that is running several of these courses would have only one entry 

on the Qualification Register, but in the Course Register would have an entry for 

each separate course. For part-year courses the course factor is calculated by 

multiplying the number of weeks by 0.03. The maximum that can be claimed in one 

year is 1.0. 

 

How to report the 

enrolment of STAR 

students 

 

All students enrolled in Secondary Tertiary Alignment Resouce (STAR) 

programmes are Type B students which requires a minimum of a óPartialô NSN.  All 

STAR students should be enrolled under a generic qualification PCSTAR.  Other 

statistical reporting requirements are outlined on the Information Requirements 

page. 

 

How to report the 

enrolment of students 

into other contracted 

courses  

A number of Organisations and Government Departments, e.g. Ministry of Social 

Development (MSD) and the TEC, contract TEOs to run specific courses.  

Students in these contracted courses will have a source of funding (code 12) and 

should be enrolled under a generic qualification code. For PTEs it is PCCONT. For 

TEIs it is XXCONT where XX is the two letter institution code. These students are 

Type C students - i.e. non-formal. 

 

How to report the 

enrolment of students 

in a Certificate of 

Personal Interest 

 

The certificate of personal interest (CPI) applies to students who choose to enrol in a 

recognised course (subject/paper/module) for personal interest only and do not enrol 

in a Qualification. Their work is not formally assessed. 

TEIs use XXCPI code. PTEs use PCCPI. PTE students do not receive any Student 

Achievement Component funding and therefore source of funding will be 'Domestic 

full fee paying' (code 03). 
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Data Validation and Summary Report 

 
 

Validation of Data Files 

 

 
The Ministry provides a web-based validation system for the purpose of 

checking the accuracy and integrity of data items in the files extracted from 

your SMS. The rules for the validation tests are outlined for each field in this 

document. There are two types of checks performed:   

 

 Errors - An error report is provided for individual records which fail the 

validation test. These errors must be corrected in your SMS and the files 

re-extracted before the validation process can be completed. 

 Warnings - A warning report is provided for each individual record in 

the data files. These records must be checked in your SMS. If the data 

item is correct according to your records, then no change is required in 

your system. 

EFTS Forecast 

 

As part of the validation process, TEOs must enter their EFTS forecasts for the 

current year and for four out-years. Monthly forecasts will be required by 

course classification and funding category for the current and first out-year, and 

six-monthly forecasts for the following three out-years.  

 

Staffing  The Staffing Return is completed for the week of 31 July, and returned to the 

Ministry prior to Submission of the August SDRs using the SDR system. For 

TEIs, staffing usage will be required for numbers of staff and full-time 

equivalents by designation and gender. For PTEs, staffing usage will be 

required for teaching and executive staff by gender, full-time/part-time status 

and number of part-time teaching hours. 

 

Summary Report 

 

When you use the validation program a summary report is generated. The 

summary is provided so that you can check student numbers and thus ensure 

that there are no obvious inconsistencies. The summary is also used to certify 

that your data files are accurate and that they have been validated in accordance 

with the Ministry's standards.  

The summary report sign-off page must be signed by your Chief Executive or 

nominee and only the sign-off page is required to be returned via fax to the 

Ministry. Faxed returns are required because they speed up processing.  Please 

ensure that the summary report sign-off page has been signed BEFORE 

faxing to the number quoted on the summary report page.  
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Sector Service Desk and Liaison Contacts  

 
 

 

Sector Service Desk 

 

 

 

A Sector Service Desk, for assistance with the processing of the SDR, is available 

from the Ministry. Other matters relating to the scope and nature of the data 

collection, definitions, and interpretation of instructions should also be directed to 

the Ministry, via the Sector Service Desk. 

Phone: 0800 422 599  

Email: sector.servicedesk@minedu.govt.nz 

Fax: 04 463 2868 

Post: Sector and Business Services 

 Ministry of Education  

 P O Box 1666 

 Wellington 

 

 

 

Liaison Contacts 

 

For matters relating to the setting of course EFTS, course register differences, 

funding approvals and other funding issues contact the TEC Service Centre: 

 

Phone: TEC Service Centre: 0800 TEC INFO  (0800 601 301) 

   

Generic Enrolment 

Form  

A generic enrolment form has been produced to assist TEOs, especially Private 

Training Establishments, with the collection of information from students that fulfil 

the data requirements of the SDR. 

The generic enrolment form template is available from the downloads section of the 

STEO website: 

 http://www.steo.govt.nz   

 

mailto:sector.servicedesk@minedu.govt.nz
http://www.steo.govt.nz/
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File Specifications 

 
 

The SDR requires that data items extracted from your Student Management System be formatted into five fixed 

column-width text files. The following section specifies the content of the files and the data items required for each 

separate file.  

 

Student File 

(File 1) 

 

This file, (commonly referred to as STUD), will contain records for individual students 

who are enrolled in a course or qualification and have not received a complete refund of 

tuition fees. All students for which a valid enrolment has been made in your student 

management system should be reported, regardless of the level of study or the funding 

source. This includes all students enrolled in Training Opportunities (TOPs), Youth 

Training programmes, Skill Enhancement and Industry Training Organisation (ITOs) 

programmes.  

Note: Every student in the Course Enrolment file must appear once in the Student 

file.  

Recommended file name format: STUD####.txt (where #### represents the TEO code). 

 

 

Course 

Enrolment File 

(File 2)  

This file, (commonly referred to as COUR), contains records of all valid student 

enrolments in courses. That is, for each individual student a record of each separate course 

enrolment is required. For reporting purposes, a course enrolment event is described as the 

enrolment of a student in a basic unit of education and/or training.  The unit may be known 

variously as a unit, paper, subject, course or module of a qualification. All valid 

enrolments should be reported, regardless of the level of study or the funding source. 

Note: Every student in the Student file should appear at least once in the Course 

Enrolment file.  

 

Recommended file name format: COUR####.txt (where #### represents the TEO code). 

 

Course Register 

File (File 3) 

This file, (commonly referred to as CREG), contains records of all courses in which 

students are enrolled in the current year by each TEO. For reporting purposes, a course is 

described as a basic unit of education and/or training that may occur at any location at any 

time during the year. All courses should be reported regardless of the level of study or the 

funding source.  

Note: Every unique course in the Course Enrolment file should appear only once in 

the Course Register file.  

 

Recommended file name format: CREG####.txt (where #### represents the TEO code). 

 

Qualification 

Completion File  

(File 4) 

This file, (commonly referred to as QUAL), contains records for individual students who 

have either graduated or have passed all the academic requirements for the completion of a 

recognised qualification.  This file is required along with the student, course enrolment, 

course and course completion file each round.  The records are required to be reported 

once only, unlike the other files which are cumulative for the year.  

From 2008 it is possible to have multiple year completions returned in the same file.  The 

year completed will be determined by either the year the requirements were met or the year 

that the student requested to graduate. 

Note: Only students who have completed a formally recognised qualification should 

be included in the Qualification Completion file. 

Every student in the qualification completion file must have a record in the student 
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file or have been reported in an earlier submitted student file. 

Recommended file name format: QUAL####.txt (where #### represents the TEO code). 

 

Course 

Completion File 

(File 5) 

Since 2005 it has been possible to have multiple year completions returned in the same 

file. The year complete will be determined by the end date of the course. 

The course completion file, (commonly referred to as COMP),  contains records for: 

(a) all current enrolments for Type D students (not including Training Opportunities, 

Youth Training, Skills Enhancement, ITO Off Job Training or ITO Off Job Training 

FOREIGN studentsô enrolments) are to be included in the course completion file, 

irrespective of whether a completion date has been reached. 

(b) any completion reported in the December 2008 course completion file that has not been 

reported with an outcome code of 

(i)  2 ï completed course successfully 

       (ii)  3 ï completed course unsuccessfully 

       (iii)  4 ï did not complete course 

Once a code of 2, 3 or 4 has been reported for a 2008 course completion (i.e. where the 

course end date is in 2008), that completion can be removed from the file. 

(c) any individual student who has never been reported in an SDR completion file who has 

either  

       (i)  completed a course successfully (completion indicator=2) 

       (ii)  completed a course unsuccessfully (completion indicator=3) 

       (iii)  did not complete a course (completion indicator=4), or  

       (iv) not completed a course and is a postgraduate student.  This includes extensions 

or being under moderation (completion indicator=6 or 7) 

The extraction dates for the Course Completion File are 30 April, 31 August and 31 

December. 

Where a type D student meets the requirements to be reported in the Course 

Completion file, and is also enrolled in non-formal courses, these non-formal courses 

are not to be returned in the completion file. 

To make transparent the reporting of multiyear completions, the course completion 

summary report is broken down by Course End Date to reflect the year completions are 

aligned with. Within each year courses are listed alphabetically and the associated 

completion codes with the count of students per code. The Retention Ratio and the 

Completion Ratio will be displayed for current year completions. 

The Ratio Calculations are: 

A= # of completed successfully (completion indicator =2) 

B= # of completed unsuccessfully (completion indicator =3) 

C= # of did not complete (completion indicator =4) 

Retention Ratio = (A+B)/(A+B+C) 

Completion Ratio = (A)/(A+B+C) 

Recommended file name format: COMP####.txt (where #### represents the TEO code) 
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File Specifications - Submitting Files 

 

The following information should be used as a guide when submitting files to the Ministry. See the 

óTimetable and Extract Datesô section earlier in the manual for the return dates of these files. 

 

Upload Types 

 

 

SDR Full : includes the Course Register file, Student file and Course Enrolment file, 

as well as the Course Completion file and the Qualification Completion file. The 

files can be uploaded as five uncompressed text files, or inside a compressed zip file. 

If compressing, the recommended file name format must be used (see below).  Note: 

This is the óupload typeô that must be submitted for each SDR.   

 

Course Completion (Comp): the Course Completion file can be uploaded as an 

uncompressed text file, or inside a compressed zip file. If compressing, the 

recommended file name format must be used (see below).   

 

Course Register: the Course Register file can be uploaded as an uncompressed text 

file, or inside a compressed zip file. If compressing, the recommended file name 

format must be used (see below). 

 

Qualification Completion: the Qualification Completion file can be uploaded as an 

uncompressed text file, or inside a compressed zip file. If compressing, the 

recommended file name format must be used (see below). 

 

Recommended File 

Name Formats  

Course Register file: CREG####.txt 

Student file: STUD####.txt 

Course Enrolment file: COUR####.txt 

Course Completion file: COMP####.txt 

Qualification Completion file:  QUAL####.txt 

(where #### represents the TEO code) 

 

Compressing Files The recommended file name formats must be used when compressing into a zip file 

so that the Ministry server can recognise which file is which. The compressed zip 

file does not need to be a specific name but should not include characters that may 

not be recognised by our server such as spaces, commas, periods or exclamations. 

An alpha-numeric format is recommended e.g. SDR####.zip. 
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File Specifications ï Definitions 

 

Valid Enrolments 

 

 

A valid student enrolment is where a student has completed the enrolment process 

and has attended for the defined period during which a student may withdraw and 

receive a full refund of tuition fees.  Where a TEO does not set a defined period for 

changes of enrolment, including withdrawals, domestic students will count for 

tertiary tuition calculations after they have completed 10% or one month of the 

course for which they have enrolled, whichever is the smaller.  For PTEs only: all 

students who formally withdraw from their course in the first seven days of the 

teaching period will receive a full refund of their tuition fees, less any administration 

fee advised in the student enrolment information.  PTEs may not set their 

withdrawal date at less than seven days.  The withdrawal period for funding 

purposes will be at least 10% of a qualification or one month for a full-year 

qualification.  PTEs may not claim tertiary tuition funding for students unless these 

students have studied with them for 10% of the qualification or one month for a full-

year qualification. 

The SDR should not contain records of students which have not met the valid 

enrolment requirement. Refer to the TEC Funding Information on the TEC website 

for further details. 

 

Course Enrolment  A course enrolment event is described as the enrolment of a student in a basic unit of 

education and/or training.  The unit may be known variously as a unit, paper, 

subject, course or module of a qualification.  

 

Course  A course is described as a basic unit of education and/or training. The unit may be 

known variously as a unit, paper, subject, course or module of a qualification. A 

course may occur many times at one or more locations. 

 

Qualification 

Completion  

A student has completed a qualification when they have either graduated or have 

passed all the academic requirements for the completion of a recognised 

qualification. 

Course Completion A student has successfully completed a course when all the academic requirements 
for the successful completion of a course have been met. 
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File Specifications - Student File 

 
 

Field  

No 

Field Name  Field Title  Field  

Length  

File  

Position  

Student 

Types  

Page 

No.  

1.1 INSTIT Provider Code 4 1-4 B,C,D 33 

1.2  ID Student Identification Code  10 5-14 B,C,D 34 

1.3 GENDER Gender 1 15 B,C,D 35 

1.4 DOB Date of Birth 8 16-23 B,C,D 36 

1.5 (removed) (padded blanks) 6 24-29   

1.6 NAMEID Name ID Code 5 30-34 B,C,D 37 

1.7 PRIOR_A Main Activity at 1 October 

in Year Prior to Formal 

Enrolment 

2 35-36 D 38 

1.8 FIRST_YR First Year of Formal Tertiary 

Education 

4 37-40 D 40 

1.9 DIS_ACCESS Disability Services Accessed 

Indicator 

1 41 D 42 

1.10 S_SCHOOL Last Secondary School 

Attended 

4 42-45 D 43 

1.11 Y_SCHOOL Last Year at Secondary 

School 

4 46-49 D 44 

1.12 SEC_QUAL Highest Secondary School 

Qualification  

2 50-51 D 45 

1.13 CITIZEN Country of Citizenship 3 52-54 B,C,D 47 

1.14 (removed) (padded blanks) 2 55-56   

1.15 DISABILITY  Disability Indicator 1 57 D 49 

1.16 FINISH Expectation to Complete a 

Qualification this year 

1 58 D 50 

1.17 IWI Iwi Affiliation  12 59-70 C,D 51 

1.18 IRDNOS IRD Number 9 71-79 D 52 

1.19  NSN National Student Number 10 80-89 B,C,D 53 

1.20 FOREIGN_FEE* Tuition fee paid by Foreign 

fee-paying student 

5 90-94 B,C,D 55 

1.21 MAX_Exempt_Fee Maxima Exempt Fees 5 95-99 B,D 56 

1.22 ETHNIC  Ethnicity             9 100-108 C,D 57 

1.23 PERM_POST_CODE Permanent Post Code 4 109-112 D 59 

1.24 TERM_POST_CODE Term Post Code 4 113-116 D 60 

 

Notes:   Every student in the Course Enrolment file should appear only once in the Student file.  

   * The Foreign Fee can be returned on either the Student File or the Course Register File, but not on both. 
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File Specifications ï Course Enrolment File 

 

 

Field  

No 

Field Name  Field Title  Field  

Length  

File  

Position  

Student 

Types  

Page 

No.  

2.1 INSTIT Provider Code 4 1-4 B,C,D 33 

2.2 ID Student Identification Code 10 5-14 B,C,D 34 

2.3 QUAL Qualification Code 6 15-20 B,C,D 61 

2.4 COURSE Course Code 20 21-40 B,C,D 64 

2.5 CRS_SRT Course Start Date 8 41-48 B,C,D 66 

2.6 CRS_END Course End Date 8 49-56 B,C,D 67 

2.7 CRS_WTD Studentôs Course Withdrawal Date 8 57-64 B,C,D 68 

2.8 ASSIST Category of Fees Assessment for 

International Students 

2 65-66 D 69 

2.9 ATTEND Intramural/Extramural Attendance 1 67 B,C,D 71 

2.10 CRS_SITE Course Delivery Site 2 68-69 B,C,D 73 

2.11 FUNDING Source of Funding 2 70-71 B,C,D 75 

2.12 RESIDENCY Residential Status 1 72 B,C,D 77 

2.13 (removed) (padded blanks) 2 73-74   

2.14 CATEGORY Funding Category 2 75-76 B,C,D 78 

2.15 CLASS Course Classification 4 77-80 B,C,D 80 

2.16 NZSCED NZSCED Field of Study 6 81-86 B,C,D 81 

2.17 FACTOR Course EFTS Factor 6 87-92 B,C,D 82 

2.18 EFTS_MTH EFTS by Month 84 93-176 B,C,D 83 

2.19 NSN National Student Number 10 177-186 B,C,D 53 

 

Notes:   A student enrolled in two or more courses will have two or more records in the Course Enrolment file, but 

only one record in the Student file. 
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File Specifications ï Course Register File 

 

 

Field  

No 

Field Name  Field Title  Field  

Length  

File  

Position  

Page 

No.  

3.1 INSTIT Provider Code 4 1-4 33 

3.2 COURSE Course Code 20 5-24 64 

3.3 CTITLE Course Title 75 25-99 86 

3.4 QUAL Qualification Code 6 100-105 61 

3.5 CLASS Course Classification 4 106-109 80 

3.6 NZSCED NZSCED Field of Study 6 110-115 81 

3.7 REGISTERLEVEL Level on the NZ Register of Quality 

Assured Qualifications 

1 116 87 

3.8 CREDIT Credit 3 117-119 89 

3.9 CATEGORY Funding Category 2 120-121 89 

3.10 FACTOR Course EFTS Factor 6 122-127 82 

3.11 STAGE Stage of Pre-Service Teacher Education 

Qualification 

2 128-129 90 

3.12 FEE Course Tuition Fee  5 130-134 91 

3.13 INTERNET Internet Based Learning Indicator 1 135 93 

3.14 PBRF Eligible PBRF Eligible Course Indicator 1 136 94 

3.15 FOREIGN_FEE* Tuition fee paid by Foreign fee-paying 

student 

5 137-141 55 

3.16 CCCOSTS Fee Compulsory Course Costs Fee 5 142-146 95 

3.17 EXEMPT Indicator Course Exemption from FCCM 1 147 96 

 

 Notes: Every unique course in the Course Enrolment file should appear only once in the Course Register file.  

  * The Foreign Fee can be returned on either the Course Register File or the Student File, but not on both. 
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File Specifications ï Qualification Completion File 

 

 

Field  

No 

Field Name  Field Title  Field  

Length  

File  

Position  

Student 

Types  

Page 

No.  

4.1 INSTIT Provider Code 4 1-4 D 33 

4.2 ID Student Identification Code 10 5-14 D 34 

4.3 NSN National Student Number 10 15-24 D 53 

4.4 QUAL Qualification Code 6  25-30 D 61 

4.5 MAIN_1 Main Subject 1 4 31-34 D 97 

4.6 MAIN_2 Main Subject 2 4 35-38 D 97 

4.7 MAIN_3 Main Subject 3 4 39-42 D 97 

4.8 YR_REQ_MET Year Requirements Met 4 43-46 D 98 

4.9 YR_GRAD Year Graduated 4 47-50 D 99 

 

Notes:  Only Type D students where Qualification Award Category is between 01 and 60 (inclusive) are to be 

included in the Qualification Completion file. 

 

Validation Logic introduced in 2007 

Warnings: 536: No matching enrolment record exists for year of return 

  537: No matching enrolment record exists 

538: Enrolment record exists with End Date Greater than Year of Qualification record 

 

Validation Logic Intr oduced in 2008 

Error s:  568:  YR_REQ_MET and YR_GRAD both populated 

 (Qualification file can only have YR_REQ_MET field completed for all records OR 

YR_GRAD field completed for all records, not a mixture of both.)  

              571:   Qualification Completion record does not have a corresponding Student record. 

                          (Either in the uploaded Student File or previously reported in a submitted return)   

   575:   YR_REQ_MET has been reported in previously submitted return  

 (YR_GRAD is a temporary field and will be used for a limited period until TEOs change their 

procedures to reporting when the academic requirements were met (Yr_Req_Met) 

  Therefore the only transition required is for all those who report óYR_GRADô to move to 

reporting óYR_RQ_METô.  

 587:    Both YR_REQ_MET and YR_GRAD are blank for file  

 Warnings 589:    Historical SDR processing cannot have data for Comp or Qual 

    

 

NOTE:  It is expected that each Qualification Completion Record be supplied to the Ministry only once.  This file is 

NOT cumulative for the year. 

  Qualification Completion records can be supplied for any year in a return (i.e. historical records can be 

supplied in a current year return) 
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File Specifications - Course Completion File 

 
 

Field  

No 

Field Name  Field Title  Field  

Length  

File  

Position  

Student 

Types  

Page No.  

5.1 INSTIT Provider Code 4 1-4 D 33 

5.2 ID Student Identification 

Code 

10 5-14 D 34 

5.3 COURSE Course Code 20 15-34 D 64 

5.4 COMPLETE Student Course 

Completion indicator 

1 35 D 100 

5.5 CRS_SRT Course Start Date 8 36-43 D 66 

5.6 NSN National Student 

Number 

10 44-53 D 53 

5.7 CRS_END Course End Date 8     54-61 D 67 

5.8 PBRF_CRS_COMP_YR PBRF Course 

Completion Year 

4     62-65 D 102 

 

Notes:  All current enrolments for Type D students (not including Training Opportunities, Youth Training, Skills 

Enhancement, ITO Off Job Training or ITO Off Job Training FOREIGN Studentsô enrolments) are to be 

included in the course completion file, irrespective of whether a completion date has been reached. 

              Where a type D student meets the requirements to be reported in the Course Completion file, and is also 

enrolled in non-formal courses, these non-formal courses are not to be returned in the completion file. 

 

 

Validation Logic introduced in 2007 

Error s: 540: Completion record is not unique in Completion file 

 

Validation Logic introduced in 2008 

   Warnings: 589: Historical SDR processing cannot have data for Comp or Qual 
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Field Descriptions 

 
 

A description of each field is provided on the following pages.  A number of items of information are provided: 

 

Field Name  The unique name given to each field. This name is used in the Ministry's and the 

TECôs databases, and in the SDR Validation Program.  

Field Number A reference to the file and field position - corresponds to the field numbers given in 

the preceding section on File Specifications. 

Field Title The full title of the field. 

Description A full description of the contents of the field.  

Reason for Field An explanation of why this particular data item is collected and how it relates to 

other data items.  

Field Specifications Information on the type and position of the field. Some fields are included in several 

files and, therefore, the field specifications can vary from file to file. The 

abbreviation "n/a" means "not applicable".  

Length The length of the field in characters, including any fill 

characters.  

Type Although the field type may be shown as character, alpha-
numeric or numeric, this refers to the likely format of the 
source data. 

Justification The position of the first character of data in the field. 

Fill Character  The character used to fill the field; either where there is no 

value to be returned, or to pad out the field where the value 

does not occupy the available length.  

Record Position The starting and finishing position of the field in an individual 

record.  

Type of Students Indicates whether this value has to be returned for the type of 

student.  

Preceding Field The field that immediately precedes this field. 

Following Field The field that immediately follows this field. 

Classification If codes or special values are used in the field, these are supplied here.  

Validation Logic The logic statement used by the SDR Validation Program to test for errors and 

warnings to be returned by the Program.  

Data Collection Advice on the source and frequency of data, and suggestions for collecting the data 

for enrolment/application forms. 

Field History Information on when the field was introduced into the statistical collection, and on 

any recent changes to its format or classifications. 
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Field Name 

 
INSTIT 
 

 
Field No. 1.1, 2.1, 3.1, 4.1, 5.1 

Field Title Provider Code 

Description A four digit code assigned by the Ministry to uniquely identify each TEO. 

Reason for Field The code is used by the Ministry to identify the data obtained from TEOs. The codes will also 

be used by other education agencies, such as TEC and NZQA. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field Specifications File Student          Course              Course    Qualification   Course 

                       Enrolment        Register   Completion     Completion   

Length: 4                    4                    4             4                   4    

Type    Numeric        Numeric          Numeric        Numeric       Numeric 

Justification: n/a                  n/a                    n/a             n/a                n/a  

Fill Character: n/a                  n/a                    n/a             n/a                n/a 

Record Position: 1-4                 1-4                   1-4             1-4               1-4 

Type of Students: B,C,D            B,C,D               n/a             D                 D  

Preceding Field: n/a                  n/a                    n/a             n/a                n/a   

Following Field: ID                   ID                    COURSE     ID                 ID 

 

Classification Refer to Appendix 1 for a list of 4 digit codes assigned to TEOs. 

 

Validation Logic 

 

 

Applies To:   Type B, C and D students 

Error   100:  Provider code is not on provider list  

 

Data Collection 

 

 

 

 

 

 

 

 

 

 

 

 

Source: This data item should be supplied by your student management system at the 

time that the Ministry's/TECôs data files are created. It is likely that the value, 

i.e. the Ministry code for your institution, is a parameter that was set up in your 

student management system at the time it was installed. 

 

Field History  The field has existed since data collection was introduced 

 2000 ï Renamed to Provider Code and classification enlarged to include all TEOs  

 2000 ï Validation test introduced 

 2004 ï Validation message 100 amended 
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Field Name 

 
ID 

 
Field Number 1.2, 2.2, 
4.2, 5.2 
 

Field Title Student Identification Code 

Description A code which uniquely identifies the student within each TEO.  

The student ID must remain constant for the student throughout their enrolment history at 

your institution. 

Reason for Field This field provides the link between the various data files and enables the Ministry to link 

records from one file with records from another file. The field also allows TEOs to respond to 

inquiries from the Ministry about inconsistencies within the data. The use of a constant 

student ID number within a TEO will allow the Ministry to do longitudinal studies and hence 

allow more accurate forecasting of student numbers. 

 

Field Specifications File Student Course Qualification Course  

  Enrolment Completion Completion 

Length: 10 10 10 10 

Type:  Character Character Character Character 

Justification:  Left Left Left Left 

Fill Character:  Blank Blank Blank Blank 

Record Position:  5-14 5-14 5-14 5-14 

Type of Students:  B,C,D B,C,D D D 

Preceding Field:  INSTIT  INSTIT  INSTIT INSTIT 

Following Field:  GENDER  QUAL NSN COURSE 

 

Classification The value is generated by each TEO. 

 

Validation Logic Applies To:   Type B, C and D students 

Errors  001:   Student ID in course enrolment file is not in student file  

 002:   Student ID is not unique in student file  

 577:   Student ID is in student file but missing in course enrolment file 

                            or qualification completion file   

 005:   Student ID is blank 

 

Data Collection 

 

 

 

 

Source: This data item should be created by your student management system at the 

time that a student is first enrolled, and should stay with the student during any 

subsequent enrolments; i.e. each student should have one, and only one, ID in 

your system. 

Field History  The field has existed since data collection was introduced 

 2000 ï Validation test introduced 

 2003 ï Validation 003 amended from warning to error 

 2004 ï Validation messages 001, 002, 003, 005 amended  

 2008 ï Validation 577 introduced (amendment of 003) 

 2008 ï Validation 003 removed 
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Field Name 
 

 
GENDER 

 
Field Number 1.3 

Field Title Gender 

Description A code to identify the gender of a student. 

Reason for Field As a key standard demographic field this field is used for policy and statistical purposes to 

analyse various aspects of tertiary education by gender.  E.g. participation of students in 

various fields of study by gender. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field Specifications File Student 

Length: 1 

Type:  Character 

Justification:  n/a 

Fill Character:  n/a 

Record Position:  15 

Type of Students:  B,C,D 

Preceding Field:  ID 

Following Field:  DOB 

 

Classification Code Meaning 

    F Female 

   M Male 

Note:  The GENDER must match the equivalent Gender on the NSN reported. 

Validation Logic 

 

Applies To: Type B, C, and D students 

Error  101: GENDER is not F or M 

 

 

Data Collection 

 

Source: Student application/enrolment form. 

Frequency: Once, at first enrolment at your institution. 

 

 

 

 

 

 

 

 

 

Field History  The field has existed since data collection was introduced 

 2004 ï Validation message 101 amended 

 2004 ï Classification: further clarification of field matching with Gender on NSN 

 2008 ï Field removed from Qualification Completion file 
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Field Name 
 

 
DOB 

 
Field Number 1.4 

Field Title Date of birth 

Description The day, month, and year of birth of the student. 

Reason for Field Along with gender, age is a core standard demographic variable used for both policy and 

statistical purposes.  Statistics on the age breakdown of tertiary students are used widely 

for planning, policy and research purposes. 

This field is used by the TEC to produce performance information for investing, funding, 

and monitoring purposes. 

Field Specifications File Student 

Length: 8 

Type:  Numeric 

Justification:  Left 

Fill Character:  n/a 

Record Position:  16-23 

Type of  Students:  B,C,D 

Preceding Field:  GENDER 

Following Field:  Field 1.5 (blank) 

Classification For all students the format must be an eight digit value using zeros to stuff single digit day 

and month values. Year value must be four digit: 

 DDMMYYYY ï i.e. day/month/year 

 01121961 = 1 December 1961 

Note:  The Date of Birth must match the equivalent Date of Birth on the NSN reported.   

Validation Logic 

 

Applies To:  Type B, C and D students 

Errors   102: DOB is not valid (note blank and 999999 are not valid)  

 408:  Age is less than 10 or greater than 100  

Warning   409:  Age is less than 15 or greater than 70 

Data Collection 

 

 

 

 

Source: Student application/enrolment form.  Note:  Type C and D students are 

required to provide a date of birth at enrolment, and type D students must 

have a verified date of birth.  Where the date of birth for a Type B student 

has not been identified, the official Ministry proxy of 11/11/1918 may be 

used.  Refer to the National Student Index information page at the beginning 

of the manual for further information. 

Frequency: Once, at first enrolment at your institution. 

Field History  The field has existed since data collection was introduced 

 1998 ï Age band codes for older students ceased to be valid 

 1999 ï Validation logic tightened 

 2000 ï Four digit year introduced 

 2004 ï Reporting requirements amended to include Type B students 

 2004 ï Validation logic amended to include Type B & C students 

 2004 ï Validation 131 removed 

 2004 ï Classification and Data Collection fields; further clarification provided 

 2006 ï Validations 104 and 127 redundant and replaced with 408 and 409 

 2008 ï Field removed from Qualification Completion file 
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Field Name 
 

 
NAMEID 

 
Field Number 1.6 

Field Title Name ID Code 

Description This field consists of the first four characters of a studentôs surname plus initial of first legal 

name. 

Reason for Field This field is used in the Results of Study exchange of data with Study Link which assists 

Study Link in determining eligibility of Students to Student Allowances.   

This field is also used to develop longitudinally linked datasets containing historical data 

where no nsn is available, such as the integrated student loan dataset used for Student Loan 

Scheme valuation and research purposes. 

Field Specifications File    Student  

Length:    5 

Type:    Character 

Justification:    Left 

Fill Character:    n/a 

Record Position:    30-34 

Type of Students:  B,C,D 

Preceding Field:    Field 1.5 (blank) 

Following Field:   PRIOR_A 

Classification The value is generated by your institution from the studentôs name.  The NAMEID is 

generated from the first four characters of the surname and the first initial of forename 1. 

Characters must be capitalised.  If the surname is less than 4 characters then blanks must be 

inserted before forename initial. The initial must be located in fifth position. 

e.g.    LEE A    for Andrew Lee      

e.g.    VAN M  for Michael van der Hum 

e.g.    DE WP  for Peter de Wittering 

If surname contains punctuation then please include these: 

e.g.    O'COB   for Brian O'Connor  

 

Note: The NAMEID must match the equivalent NAMEID from either the main name or an 

alternative name on the NSN reported.   

Validation Logic Applies To:  Type B, C and D students 

Error  114:  NAMEID is blank 

Data Collection 

 

Source: This data item should be created by your student management system at the time 

that the Ministry's/TECôs data files are compiled or, alternatively, created and stored 

in your system when the student first enrols and then supplied for the Ministry's 

files. If you use the second option, you will need to ensure that the value changes if 

the student's name changes. 

Field History  1997 ï The field was introduced 

 2000 ï Field amended to include initial of first name 

 2000 ï Validation logic introduced 

 2004 ï Reporting requirements amended to include Type B & C students 

 2004 ï Validation logic amended to include Type B & C students  

 2004 ï Reason for field amended 

 2004 ï Classification: further clarification on field matching with NAMEID from NSN 

 2007 ï Preceding field amended 
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Field Name 
 

 
PRIOR_A 

 
Field Number 1.7 

Field Title Main Activity at 1 October in Year Prior to Current Formal Enrolment 

Description The field describes the main activity or occupation for the student on 1 October of the year 

prior to enrolling as a Type D student at your institution. Prior_A is not required to be 

changed upon re-enrolment if the duration between the end of the previous enrolment and the 

re-enrolment is 12 months or less.  If a student returns to the same TEO after not being 

enrolled for a period of more than 12 months, PRIOR_A should be updated to reflect the 

studentôs most recent main activity at 1 October of the year before. 

If the student enrolled for the first time between 1 October and 31 December of the current 

year then report the main activity at 1 October of the current year. 

Reason for Field The field is used to monitor movement of students between education and employment 

sectors, and to monitor the flow of secondary school students going directly on to tertiary 

education. The field is used by the Ministry in conjunction with the FIRST_YR field. 

 

Field Specifications File Student 

Length: 2 

Type: Numeric  

Justification: Right 

Fill Character: Blank 

Record Position: 35-36 

Type of Students: D 

Preceding Field: NAMEID 

Following Field: FIRST_YR 

Classification Code Meaning 

01 Secondary school student  

02 Non-employed or beneficiary (excluding retired)  

03  Wage or salary worker  

04  Self-employed 

05  University student 

06  Polytechnic student 

07  College of Education student 

08  House person or retired  

09  Overseas (irrespective of occupation)  

11  Private Training Establishment student  

12  WǕnanga student  

The classification of ó99 ï otherô has been removed and may only be used historically. 

Validation Logic Applies To:  Type D students 

Error  108: FIRST_YR is current year and PRIOR_A is not 01, 02, 03, 04, 08, 09  

 150: PRIOR_A is not valid  

 

Data Collection Source: Student application/enrolment form. 

Frequency: Once, at first enrolment at your institution and again upon any subsequent 

enrolments at your TEO if the period of time since the student was last enrolled spans more 

than 12 months. 

For example: if a student enrols at your TEO the year after leaving secondary school, the 

PRIOR_A field will be 01. If the student leaves your TEO and joins the workforce and later 

returns, PRIOR_A should be changed to 03 if the period since the student left has been more 

than 12 months. 
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Field History  The field has existed since data collection was introduced 

 1998 ï Validation logic amended to include warning 

 1998 ï The code 10 (TOPs student) removed 

 2000 ï Validation logic amended to exclude code 99 

 2001 ï Classification amended for code 02 to include non-employment - e.g. voluntary  

work, prisoners 

 2004 ï Validation messages 108 and 150 amended 

 2004 ï Classification 99 removed and can only be used historically 

 2006 ï Field altered so that PRIOR_A can be changed upon a new enrolment, if/when   

appropriate 
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Field Name 

 
FIRST_YR 

 
Field Number 1.8 

Field Title First Year of Formal Tertiary Education  

Description The field should contain a year value showing the year in which a student first enrolled in any 

"recognised" qualification at a TEO in New Zealand or overseas, or in the Foundation Year at 

the University of the South Pacific, or at a registered Private Training Establishment.  

Enrolment in STAR, community, or other non-formal education does not count for first year 

purposes. 

Reason for Field The field is used to monitor movement of students between secondary and post-secondary 

education. The field is used by the Ministry in conjunction with the PRIOR_A field. 

 

Field 

Specifications 

File Student 

Length: 4 

Type: Numeric 

Justification: n/a 

Fill Character: Blank 

Record Position: 37-40 

Type of Students: D 

Preceding Field: PRIOR_A 

Following Field: DIS_ACCESS 

 

Classification Code      Meaning 

yyyy A four digit year value, e.g. ñ1999ò 

 

Validation Logic Applies To:  Type D students 

Errors  576: FIRST_YR is blank or 9999 if CITIZEN is NZL, AUS or RESIDENCY 

                             is Y 

 117: FIRST_YR is greater than the current year  

 135:  FIRST_YR of enrolment is less than year of birth   

 397: FIRST_YR puts student at age less than 10 or greater than 100 (calculated           

from DOB) 

Warning  106: FIRST_YR is less than 1930  

 398:
 

FIRST_YR must be equal to Y_SCHOOL or Y_SCHOOL plus 1 when 

PRIOR_A equals 01   

 399: FIRST_YR puts student at age less than 15 or greater than 70 (calculated 

from DOB) 

                 572:    FIRST_YR is Blank or 9999 

 

Data Collection Source: Student application/enrolment form. 

Frequency: Once, at first enrolment in a formal qualification at your institution. Once you 

have collected the data item for a student, it should remain unchanged in your 

student management system for the duration of that studentôs current and future 

enrolments at your institution. 

 

Field History  The field has existed since data collection was introduced 

 1993 ï Codes Y, N, were amended in 1993 to collect the year of first enrolment 

 1998 ï Removal of code 9999 (ñNot Statedò) 

 1998 ï Validation amended: blanks and code 9999 made an error 

 1999 ï Validation amended: first year earlier than birth date made an error 

 2000 ï Validation 107 amended to apply to domestic students only 
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 2003 ï Validation 117 introduced and removed from validation 106 

 2004 ï Validations 107, 117 and 106 messages amended 

 2006 ï Validations 397, 398 and 399 introduced 

 2008 -  Validation 576 introduced (amendment of 107) 

 2008 ï Validation 107 removed 

 2008 ï Validation 572 introduced 
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Field Name 

 
DIS_ACCESS 

 
Field Number 1.9 
 

Field Title Disability Services Accessed Indicator 

Description A code to indicate whether or not a student has accessed disability services. 

Reason for Field This field assists in monitoring access and participation in tertiary programmes by people with 

disabilities.   In particular this field will identify students with possible óundeclaredô 

disabilities, with a view to eventually having them feel safe enough to declare their disability.  

Information collected through this question will also assist institutions in meeting the needs of 

these students. 

 

Field 

Specifications 

File Student  

Length: 1  

Type: Numeric  

Justification: n/a  

Fill Character: blank  

Record Position: 41  

Type of Students: D  

Preceding Field: FIRST_YR  

Following Field: S_SCHOOL  

 

Classification Code  Meaning 

1 Disability services accessed 

2 Disability services not accessed 

 

Validation Logic Applies To:  Type D students 

Error  358: DIS_ACCESS is not 1 or 2  

 

Data Collection 

 

 

 

 

 

 

 

 

 

 

Source: Student Management System (with appropriate security in place to prevent 

unauthorised staff accessing this information). 

Frequency: Annually.  It is expected that it would be entered late in the Academic year. 

Field History  2004 ï Field introduced 
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Field Name 
 

 
S_SCHOOL 

 
Field Number 1.10 

Field Title Last Secondary School Attended 

Description A code to identify the last secondary school attended by the student. 

Reason for Field This code is used to monitor access to tertiary education by using the school number as a link 

to the school profile. The link to the school profile will allow the monitoring of access to 

tertiary education from state versus private schools, and schools from different localities and 

from different deciles.  It is recognised that this field does not allow the successful monitoring 

of access to tertiary education for rural versus urban students. 

 

Field 

Specifications 

File Student 

Length: 4 

Type:  Numeric  

Justification: Right 

Fill Character: zero 

Record Position: 42-45 

Type of Students: D 

Preceding Field: DIS_ACCESS 

Following Field: Y_SCHOOL 

 

Classification Secondary school codes are found in Appendix 2. 

The following codes are to be used for students who did not attend a recognised NZ 

secondary or composite school: 

Code  Meaning 

972 Home schooling 

997 Never attended a secondary school 

998 Attended NZ school not on list 

999 Overseas secondary school 

1040 Secondary school not known 

 

Validation Logic Applies To:  Type D students 

Errors  112: S_SCHOOL is not in classification  

 115: FIRST_YR is current year and PRIOR_A is 01 and S_SCHOOL is 1040 

 119: FIRST_YR is current year and S_SCHOOL is blank   

Warning  118: FIRST_YR is current year and S_SCHOOL is 1040 (i.e. ñnot knownò)  

 

Data Collection Source: Student application/enrolment form. 

Frequency: Once, at first enrolment at your institution. Once you have collected the data 

item for a student, it should remain unchanged in your student management system for the 

duration of that studentôs current and future enrolments at your institution. 

 

Field History  The field has existed since data collection was introduced 

 2000 ï Validation 112 amended from warning to error 

 2001 ï Validation logic introduced 

 2004 ï Validation messages 112, 115, 118, 119 and 208 amended 

 2008 ï Field removed from Qualification file 

 2008 ï Validation 208 removed 
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Field Name 
 

 
Y_SCHOOL 

 
Field Number 1.11 

Field Title Last Year at Secondary School 

Description The year in which the student finished their secondary school education. 

Reason for Field This code is used to monitor the transition of students from secondary school to the tertiary 

sector.  Also used in conjunction with prior activity and first year. 

 

Field 

Specifications 

File Student 

Length: 4 

Type:  Numeric  

Justification: n/a 

Fill Character: Blank 

Record Position: 46-49 

Type of Students: D 

Preceding Field: S_SCHOOL 

Following Field: SEC_QUAL 

 

Classification Code      Meaning 

yyyy A four digit year value, e.g. ñ1999ò 

(blank)   Not specified by student or not known 

Validation Logic Applies To:  Type D students 

Error  113:  Y_SCHOOL is less than year of birth +5 or greater than current year 

 116: FIRST_YR is current year and PRIOR_A is 01 and Y_SCHOOL is blank  

Warning  120:   FIRST_YR is current year and Y_SCHOOL is blank  

 539: Y_SCHOOL is not blank and S_SCHOOL is 997 

   

 

Data Collection Source: Student application/enrolment form. 

Frequency: Once, at first enrolment at your institution. Once you have collected the data 

item for a student, it should remain unchanged in your student management 

system for the duration of that studentôs current and future enrolments at your 

institution. 

 

 

 

 

 

 

 

Field History  The field has existed since data collection was introduced 

 2001 ï Validation logic introduced 

 2004 ï Validation 113, 116 and 120 messages amended 

 2006 ï Validation 113 changed to an error 

 2007 ï Validation 539 introduced 

 2008 ï Field removed from Qualification Completion file 
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Field Name 
 

 
SEC_QUAL 

 
Field Number 1.12 

Field Title Highest Secondary School Qualification  

Description This field contains a code to show the highest secondary school qualification attained by the 

student.  

Reason for Field The field is used to identify the highest Secondary School Qualification of students enrolling 

in a Tertiary Qualification. 

A broad open-access tertiary system means that more New Zealanders have the opportunity to 

access tertiary, including those who may not have been successful at school.  The level of 

academic achievement prior to tertiary however, does have a strong influence on academic 

achievement at tertiary.  This field allows research for example, on outcomes of all types of 

tertiary student by school achievement, and can allow international comparisons with 

countries with more restricted academic entry. 

 

Field 

Specifications 

File Student 

Length: 2 

Type:  Numeric  

Justification: Left 

Fill Character: Blank 

Record Position: 50-51 

Type of Students: D 

Preceding Field: Y_SCHOOL 

Following Field: CITIZEN 

 

Classification Code  Meaning 

00    No formal secondary school qualification 

11   14 or more credits at any level 

12    NCEA Level 1 or School Certificate 

13    NCEA Level 2 or 6
th
 Form Certificate 

14    University Entrance 

15   NCEA Level 3 or Bursary or Scholarship 

09    Overseas qualification (includes International Baccalaureate & Cambridge Exams)  

98    Other  

99    Not known   

 

Validation Logic Applies To: Type D students 

Error  133: SEC_QUAL is not on classification list 

 136:  FIRST_YR is current year and PRIOR_A is 01 and value is 99 

 546: SEC_QUAL is not valid for return year 

Warning  134: SEC_QUAL = 99  

Data Collection 

 

Notes 

Source: Student application/enrolment form. 

Frequency: Once, at first enrolment at your institution. 

 

There are a number of ways that a student can attain NCEA Level 2 or 3.  For detailed 

information on allowable credits: 

http://www.nzqa.govt.nz/ncea/  

 



 

Ministry of Education ï Single Data Return Manual 2009, v 11.0  Page 46 

Field History  The field has existed since data collection was introduced 

 1999 ï Validation amended 

 2000 ï Year of highest secondary qualification dropped and classification amended 

 2000 ï A & B Bursary categories amalgamated - code 06 removed for first year students in 

2000 

 2001 ï Validation logic introduced 

 2003 ï Code 01 amended to include NCEA level 1 

 2004 ï Validation messages 133, 134 and 136 amended 

 2004 ï Reason for Field description amended 

 2004 ï Classification codes 02 and 07 amended to reflect NCEA levels 2 and 3 

 2004 ï Classification code 08 amended to remove óuniversityô 

  2005 ï Classification codes 00 through to 08 amended to reflect NCEA levels 1 to 4 

 2005 ï Classification codes 09 amended to reflect additional overseas qualifications taught 

within New Zealand 

 2007 ï New codes introduced 

 2007 ï Validation 133 amended 

 2007 ï Validation 546 introduced 

 2008 ï Field removed from Qualification Completion file 
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Field Name 

 
CITIZEN 

 
Field Number 1.13 

Field Title Country of Citizenship 

Description This field is used to identify the country of citizenship of a student.   

Reason for Field The field is to identify NZ and Australian Citizens and the studentsô country of origin for 

Permanent Residents and overseas students. 

This field is used to monitor and analyse the make-up of international students, and their 

patterns of participation and achievement. 

 

Field 
Specifications 

File Student                               

Length: 3                                          

Type: Character                            

Justification: n/a                                       

Fill Character: 9                                          

Record Position: 52-54                                   

Type of Students: B,C,D                                  

Preceding Field: SEC_QUAL                       

Following Field: Field 1.14 (Blank)  

                             

Classification 
All students are to have the three-letter country code corresponding to their citizenship as 

shown by their passport in Citizen Field. 

Country of citizenship codes are listed in Appendix 3. 

NZL   New Zealand Citizen (include Niuean, Cook Island, and Tokelauan students) 

AUS   Australian Citizen 

999 Unknown 

This field only collects Country of Citizenship.  Whether or not a student is classified as a 

New Zealand Permanent Resident is now collected in a separate field ï RESIDENCY (field 

2.12 in the course enrolment file). 

 

For Type B, C and D student where Citizenship is óunknownô, the equivalent of ó999ô may be 

reported. 

 

Validation Logic Applies To:  Type B, C and D students 

Error  121:  CITIZEN is blank  

 132: CITIZEN code is not on classification list 

 545: CITIZEN code is not valid for return year 

 

Data Collection Source: Student application/enrolment form. 

Frequency: The citizenship code should be supplied by your student management system at 

the time that the Ministry's data files are created. 

 

Field History  1997 ï The field was introduced 

 2000 ï Country codes amended & "Not Known" code (XXX) removed 

 2004 ï Terminology of Domestic and International students expanded 

 2004 ï Reporting requirements amended to apply to Types B, C & D students 

 2004 ï Validation amended to apply to Types B, C & D students 

 2004 ï New Classification Code (999) for reporting Type B & C students with 

óunknownô introduced 

 2007 ï Preceding field amended 
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 2007 ï Some new and amended codes introduced 

 2007 ï Validation 545 introduced 

 2008 ï Field Description changed, residency component removed from field 

 2008 ï Classification amended to reflect removal of residency status 

 2008 ï Field removed from Qualification Completion File 

 2008 ï Classification Code 999 extended for reporting Type D Student 



 

Ministry of Education ï Single Data Return Manual 2009, v 11.0  Page 49 

 
Field Name 

 
DISABILITY 

 
Field Number 1.15 
 

Field Title Disability Indicator 

Description A code to indicate whether or not a student has a disability. 

Reason for Field This field assists in monitoring access and participation in tertiary qualifications by people 

with disabilities. This is an obligation under the Education Act 1989, and its amendments. 

Information collected through this question will also assist institutions in meeting the needs of 

these students. 

 

Field 

Specifications 

File Student  

Length: 1 

Type:  Numeric 

Justification: n/a  

Fill Character: 9  

Record Position: 57  

Type of Students: D  

Preceding Field: Field 1.14 (Blank) 

Following Field: FINISH  

 

Classification Code  Meaning 

1 No disability identified 

2 Disability identified 

9 Not stated (question asked of student, but no answer was provided) 

 

Validation Logic Applies To:  Type D students 

Error  129:  DISABILITY is not 1, 2 or 9 

 

Data Collection Source: Student/application enrolment form. 

Frequency: Annually, because a studentôs disability status can change. For students at first 

enrolment, it is recommended that the question be asked at the time of formal 

enrolment, and following acceptance into a qualification.   

Field History  1998 ï The field was introduced 

 2004 ï Validation 129 amended 

 2004 ï Field removed from the Qualification Completion file 
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Field Name 
 

 
FINISH 

 
Field Number 1.16 

Field Title Expectation to Complete a Qualification this year 

Description The field contains a yes/no value to show whether the student expects to complete the 

academic requirements for any qualification in this academic year.  

Reason for Field The field measures the expected output of students and therefore the effect on the labour 

market. The field is also used for resource planning purposes. 

 

Field 

Specifications 

File Student 

Length: 1 

Type:  Character 

Justification: n/a 

Fill Character: Blank 

Record Position: 58 

Type of Students: D 

Preceding Field: DISABILITY  

Following Field: IWI 

 

Classification Code  Meaning 

  Y  Yes, the student expects to complete a qualification in the current academic year, or in 

the next academic year if their current enrolment spans the end of an academic year;  

  N  No, the student does not expect to complete a qualification this year, or in the next 

academic year if their current enrolment spans the end of an academic year. 

  Note:  By default the value will be "Y" for students who are enrolled full-time in 

qualifications of less than or equal to one years duration. 

 

Validation Logic Applies To:  Type D students 

Error  130:  FINISH is not Y or N or is blank 

 

Data Collection Source: Student re-enrolment form. 

Frequency: At each re-enrolment in a qualification that takes more than one year. 

 

 

 

 

 

 

 

 

Field History  The field has existed since data collection was introduced 

 2000 ï The field was moved from course enrolment file to student file and description  

amended to refer to completion of any qualification in the current academic year 

 2000 ï The field was amended to apply to courses of less than one years duration 

 2000 ï Validation logic introduced 

 2004 ï Validation 130 message amended 
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Field Name 

 
IWI 

 
Field Number 1.17 
 

Field Title Iwi Affiliation  

Description A code to indicate the iwi affiliation of a student. If a student has more than one affiliation 

then up to three iwi are to be recorded.  

Reason for Field This field assists in analyzing access and participation and outcomes of Maori in tertiary 

education, by their iwi affiliation.  For example, this field is used to provide profiles for iwi of 

their Maori students. 

Field 

Specifications 

File Student 

Length: 12                    (i.e. up to three 4 digit codes) 

Type: Numeric  

Justification: Left 

Fill Character: Blank 

Record Position: 59-70 

Type of Students: C,D 

Preceding Field: FINISH 

Following Field: IRDNOS 

 

Classification A list of four digit codes for this field is found in Appendix 4. 

For Maori students who do not identify or cannot name an iwi affiliation please use the 

following codes: 

5000         Do not know name of iwi 

6000         Unidentifiable response 

9999         Not Specified 

Note: If the name of an iwi is specified but cannot be found on the classification list, please re-code to 

rohe or region of iwi not further defined. If region is not identified, code to 6000.  

Validation Logic Applies To:  Type C and D students 

Error  588: IWI is blank where ethnic group is identified as "211" and FIRST_YR is 

current  year  

 143: IWI is not valid  

Applies To: Type B students (there is no requirement to report for type B students) 

Warning  359: IWI is not valid  

Data Collection Source: Student/application enrolment form. 

Frequency: Once, at first enrolment at your institution. 

 

 

 

 

 

 

Field History  2002 ï The field is introduced 

 2003 ï Validation logic introduced 

 2004 ï Validation 137 and 143 messages amended and now apply to Type C & D 

 2004 ï New Warning 359 for Type B students 

 2004 ï Field Title and Description amended 

 2007 ï Some amended codes 

 2008 ï Field removed from Qualification Completion file 
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Field Name 

 
IRDNOS 

 
Field Number 1.18 
 

Field Title IRD Number 

Description The field is used to record the student's IRD number for each student who has received or 

anticipates receiving a Student Loan with any tertiary education organisation. Therefore, if a 

student received a loan from another TEO before enrolling at your institution, an IRD number is 

required.  

Reason for Field The field is used by the Inland Revenue Department to identify students who are currently 

enrolled at a tertiary education organisation for the purposes of identifying entitlement to a 

full interest write-off.  

 

Field 

Specifications 

File Student 

Length: 9 

Type:  Numeric  

Justification:  right 

Fill  Character:  blank 

Record Position:  71-79 

Type of Students: D 

Preceding Field:  IWI 

Following Field:  NSN 

Classification Code                   Description 

XXXXXXXXX       9 digit IRD number  

 

Note: Please ensure that 8 digit IRD numbers are right justified.  

Validation Logic Not tested. 

Data Collection Source: The IRD number is only required to be provided by students who have received or 

anticipates receiving a student loan from the Study Link.   

TEOs will need to obtain student's IRD numbers from their enrolment application forms.  

 

 

 

 

 

 

 

 

Field History  1996 ï The field was first introduced for purposes of monitoring student allowances 

 1999 ï The field was dropped as a result of changes to the student allowance scheme 

 2001 ï The field was re-introduced for the purposes of identifying student loan

 recipients who are currently studying full-time or part-time 
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Field Name 

 
NSN 

  
Field Number 1.19, 
2.19, 4.3, 5.6 
 

Field Title National Student Number 

Description A number which uniquely identifies the student. The NSN must remain constant for the 

student throughout their enrolment at your or any other institution. The NSN is part of the NSI 

database system maintained by the Ministry. 

 

Reason for Field This field provides the link between the various data files and enables the Ministry to link 

records from one file with records from another file.  

The NSN will allow the Ministry to do longitudinal studies and hence allow more accurate 

forecasting of student numbers. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field 

Specifications 

File Student Course Qualification Course 

  Enrolment Completion Completion 

Length: 10  10  10 10 

Type:  Numeric  Numeric Numeric Numeric 

Justification:  Right  Right Right Right 

Fill Character:  Blank Blank Blank Blank 

Record Position:  80-89 177-186  15-24 44-53 

Type of Students:  B,C,D B,C,D D D 

Preceding Field:  IRDNOS  EFTS_MTH ID CRS_SRT 

Following Field:  FOREIGN FEE n/a  QUAL CRS_END 

 

Classification The value is generated by the National Student Index (NSI). Please refer to the National 

Student Index Web Application User Guide (Appendix 14) for details. 

Note: The data that sits on an NSI record must match the equivalent data in the associated 

SDR Field. 

For example: Date of Birth field in SDR = Date of Birth on NSN 

 CITIZEN field in SDR = Equivalent Residential status on NSN  (In some cases 

                       this may not match) 

 NAMEID field in SDR = NAMEID from NSN (the NAMEID from the main 

name or the alternative name field) 

 GENDER field in SDR = Gender on NSN 

Type D students must have an óActiveô NSN i.e. where both fields for verification (the 

Name/DoB and Residential status) have been completed (verified). 

Type B and C students are not required to provide verification documentation.  There is no 

requirement to complete either field for verification on the NSN i.e. a óPartialô NSN is all that 

is required. 

 

Validation Logic Applies To:   Type B, C and D students 

Error  151: NSN reported is invalid  

 152: NSN reported is not unique in student file  

 153: NSN is invalid for reporting, is not a master NSN  

 154: Date of Birth reported does not match Date of Birth on NSN  

 251: NSN created after cut-off date  

 252: NSN does not exist  

 254: Gender reported does not match Gender on NSN  

 256: NAMEID reported does not match NAMEID from NSN  
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 382: NSN reported in Course Enrolment file is not in Student file 

 

Warning  157: NSN record status is Inactive  

                 159: Citizenship or resident status reported does not match resident status on 

  NSN  

   

Applies To:       Type D students 

 Error       156: NSN is Partial.  An Active NSN is required for a Type D student  

                 360: Proxy Date of birth cannot be used for a Type D student 

 

Applies To:         Type B and C students 

Warning  361: Proxy Date of birth has been used for a Type B or C student  

 

Field History  2003 ï The field was introduced  

 2003 ï Validations 153, 154, 156, 157, 158, 159 introduced 

 2003 ï Validations 251 to 257 introduced 

 2004 ï Validations 154, 159, 254 & 256 tightened to apply to B, C & D students 

 2004 ï Validations 158, 253, 255 & 257 removed 

 2004 ï Validation messages 151, 152, 153, 154, 156, 159, 254, 256 and 157 amended 

 2004 ï New validations 360, 361, 382 & 383 

 2004 ï Classification: further clarification on the reporting and validation in the SDR 

 2005 ï Code format altered to match changes in Course Completion File layout 

 2005 ï Validation 383 removed from NSN page 

 2007 ï Following field amended in Qualification Completion File 

 2008 ï Validation 159 changed to a Warning 

 2008 ï New field number and file position in Qualification Completion File 
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Field Name 

 
FOREIGN_FEE  

 
Field Number 1.20 or 3.15 
 

Field Title Tuition fee paid by Foreign fee-paying student ($ New Zealand excluding GST) 

Description For the purposes of the Export Education Levy and the Code of Practice for the Pastoral Care 

of International Students; óinternational studentô is defined as any student that is not a 

ódomestic studentô. For a definition of ódomestic studentô see section 5.3.3.1 of the 2005 

Tertiary Funding Guide available at www.tec.govt.nz 

The tuition fee charged to an international student should always exceed the tuition fee 

charged to a domestic student.  The foreign tuition fee in addition to all the normal domestic 

tuition costs must also include the costs of sale such as agentsô fees and marketing costs as 

well as recovering the cost of the Export Education Levy. Additional compulsory course costs 

are not included in the tuition fee.  This must be recorded in $ New Zealand (excluding GST). 

Reason for Field This field is used to calculate the Export Education Levy.  The Tuition fee must be reported 

on either the Student File or the Course Register File, but not on both. 

 

Field 

Specifications 

File Student     OR Course Register 

Length: 5 5 

Type: Numeric Numeric 

Justification: Right Right 

Fill Character: Blank Blank 

Record Position: 90-94 137-141 

Type of  Students: B,C,D n/a 

Preceding Field: NSN PBRF Eligible 

Following Field: MAX Exempt Fee CCCOSTS Fee 

Classification A numeric value representing whole dollars in form: NNNNN  

Validation Logic Applies to: All óon-shoreô foreign fee paying students with student type B, C or D 

determined by (ATTEND = 1 or 2) and (FUNDING = 02 or (FUNDING 

= 01 and ASSIST = 06)) 

Error  164:  FOREIGN FEE is not numeric  

 362: Foreign fee-paying student has no FOREIGN FEE in either the Student file 

 or the Course Register file (i.e. is zero)  

 363: FOREIGN FEE is blank on both Student and Course Register files  

 368: FOREIGN FEE has been reported on both the Student and Course 

           Register files  

Warning  165: If source of funding is 02 and foreign fee<100  

 

Data Collection Source: Enrolment.  Fees Invoice. 

 Because the fee charged to a foreign student for a qualification  does not 

necessarily relate to the sum of the course or qualification fees, the foreign fee 

field can been put on either the student file or the course register file, but not on 

both. It is acknowledged that the foreign fee value reported on the student file 

may change between SDRs. 

 

Field History  2004 ï Field was introduced 

 2005 ï Field description updated 

 2006 ï Validation amended to accommodate International PhD policy change 

 2008 ï Correction to Validation Logic description 

 

http://www.tec.govt.nz/
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Field Name 
 

 
MAX Exempt Fee  

 
Field Number 1.21 

Field Title Maxima Exempt Fees (Inclusive of GST) 

Description The maxima exempt fees include student services levies, student association fees, health 

fees, record of prior learning fees, student association building levies etc.  It is the sum of 

all non-maxima fees charged to the individual student. 

 

The Maxima Exempt Fees are net of the Course Tuition Fee which is covered in field 3.12 

and Compulsory Course Costs which are covered in field 3.16. 

 

Reason for Field This field is used to monitor the implementation of Fee/Course Costs Maxima. 

 

Field Specifications File Student 

Length: 5 

Type: Numeric 

Justification: right 

Fill Character: Blank 

Record Position: 95-99 

Type of Students: B, D 

Preceding Field: FOREIGN FEE 

Following Field: ETHNIC 

 

Classification A numeric value representing whole dollars in form: NNNNN 

The value reported during the studentôs enrolment should reflect the total maxima exempt 

fees in each SDR reported.  

For example: A course starts in February 06 and ends in December 06.  At enrolment a 

student is charged a fee of $25 for maxima exempt items.  If this fee does not change then 

maxima exempt fees will be consistently reported as $25.  If a reimbursement is given of 

$5, then the maxima exempt fees reported in the final SDR (December 06) for the student 

would be $20. 

   

Validation Logic Applies To:  Type B and D students 

Error  379:  MAX Exempt Fee is not numeric or is blank 

                  380:  MAX Exempt Fee < 0 

Warning  381:  MAX Exempt Fee = 0 

 

 

 

Data Collection Source: The maxima exempt fees will be an attribute of the student's enrolment.   

 

 

Field History  2004 ï  Field was introduced 

 2007 ï Following field amended 

 2007 ï Validation 379 wording amended 
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Field Name 
 

 
ETHNIC 

 
Field Number 1.22 

Field Title Ethnicity 

Description Up to three ethnic codes can be entered in this field. The codes identify the ethnic group 

or groups to which a student belongs.   

 

Reason for Field Education allows everyone to reach their full potential and to bring about a tolerant and 

equitable society. All sectors of society including different ethnic groups must equally 

partake of education. This field allows the Ministry to monitor the participation in 

education and educational outcome of major ethnic groups in New Zealand. 

This field is used by the TEC to produce performance information for investing, funding, 

and monitoring purposes.  

Field Specifications File Student 

Length: 9 i.e. up to three 3 digit codes. 

Type:  Numeric 

Justification: Left 

Fill Character: Blank 

Record Position: 100-108 

Type of Students: C,D 

Preceding Field: MAX Exempt Fee 

Following Field: PERM_POST_CODE 

Classification Code  Meaning  

 

111 NZ European/Pakeha 

121 British/Irish 

122 Dutch 

123 Greek 

124 Polish 

125 South Slav 

126 Italian 

127 German 

128 Australian 

129 Other European 

211 New Zealand Maori 

311 Samoan 

321 Cook Island Maori 

331 Tongan 

341 Niuean 

351 Tokelauan 

361 Fijian 

371 Other Pacific Island Groups 

411 Filipino 

412 Cambodian 

413 Vietnamese 

414 Other Southeast Asian 

421 Chinese 

431 Indian 

441 Sri Lankan 

442 Japanese 

443 Korean 

444 Other Asian 

511 Middle Eastern 
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521 Latin American 

531 African 

611 Other 

999 Not Stated 

Validation Logic 

 

Applies To:  Type C and D students 

Error   105: ETHNICITY is not in classification list or is blank  

 403: ETHNICITY contains a duplicate or triplicate code 

 547: ETHNICITY is not valid for return year 

 

Applies To: Type B students 

Warning   103: ETHNICITY is not in classification list or is blank 

 548: ETHNICITY is not valid for return year  

Data Collection Source: Student application/enrolment form. 

Frequency: Once, at first enrolment at your institution, but amendable on request by 

 student. 

 

Field History  The field has existed since data collection was introduced 

 1995 ï Different codes were used 

 1996 ï Code 68 was introduced 

 1997 ï ñNo responseò was amended to code 99 

 2004 ï Validation 105 amended to apply to Type C & D students 

 2004 ï Validation 103 amended to apply to Type B students only 

 2004 ï Data Collection explanation amended to enable Ethnicity to change 

 2006 ï Validation 403 introduced 

 2007 ï New codes introduced 

 2007 ï Change in field length 

 2007 ï Change in field positions 

 2007 ï Removal of priority 

 2007 ï Validations 547 and 548 introduced 

 2008 ï Field removed from Qualification Completion File 
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Field Name 
 

 
PERM_POST_CODE 

 
Field Number 1.23 

Field Title Permanent Post Code 

Description The studentsô main location during the 12 months prior to first enrolling at the TEO.  This 

information would only be updated where the TEO has not had an enrolment at any stage in 

the last 2 academic years or longer. 

Reason for Field 
The purpose of this information is to identify where students were predominately residing 

prior to their first enrolment with the TEO.  This information will inform the tertiary network 

of provision by providing enhanced information on where students were residing prior to 

enrolment. 

Field 
Specifications 

File Student                               

Length: 4                                          

Type: Numeric                            

Justification: n/a                                       

Fill Character: 8                                          

Record Position: 109-112                                   

Type of Students: D  (B,C optional)                                   

Preceding Field: ETHNIC                       

Following Field: TERM_POST_CODE                              

 

Classification 

 

NZ Post Codes  

9999 Overseas 

8888 Not yet known (Default) 

List of Post Codes is available (Appendix 15) 

 

Validation Logic Applies To: Type B, C, D students  

(note there is no requirement to report for Type B and C students, however if Post Codes are 

reported then this validation applies) 

Error  556: PERM_POST_CODE is blank or not numeric 

 558: PERM_POST_CODE is not a valid Post Code   

Applies To: Type D students 

Error  557 PERM_POST_CODE is 8888 for more than two consecutive Returns  

Note: Only post codes implemented from 1 July 2008 are accepted. 

Data Collection Source: Student application/enrolment form. 

Frequency: It is expected that this data item will not change, except in the circumstances 

explained in the óDescriptionô above, for a student during the year while 

enrolled in a qualification. The post code should be supplied by your student 

management system at the time that the Ministry's data files are created. 

  

Field History 
 2008 ï This field was introduced 

 2009 ï Validation 557 changed to an error 

 2009 ï Validations 556 and 558 amended to include Type B and C students  
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Field Name 
 

 
TERM_POST_CODE 

 
Field Number 1.24 

Field Title Term Post Code 

Description 
The studentôs current residential location while receiving the learning.  The information 

would be updated when the details change. 

Reason for Field 
The purpose of this information is to identify where learners are residing when receiving the 

learning.  This information will be used to build a more accurate picture of learner location 

during study.  This information will be more detailed and accurate than current ódelivery siteô 

information and be used by the TEC to produce performance information for investing, 

funding, and monitoring purposes. 

The Term Post Code may or may not be the same as the Permanent Post Code. 

For Example: 

If a students home post code is Island Bay (Wellington) and is studying in Otago (Dunedin) 

PERM_POST_CODE = 6023, TERM_POST_CODE = 9016 

If a students home post code is Kelburn and is studying in Kelburn (Wellington): 

PERM_POST_CODE = 6012, TERM_POST_CODE = 6012 

Field 
Specifications 

File Student                               

Length: 4                                          

Type: Numeric                            

Justification: n/a                                       

Fill Character: 8                                          

Record Position: 113-116                                   

Type of Students: D  (B,C optional)                                   

Preceding Field: PERM_POST_CODE                       

Following Field: n/a      

                         

Classification 
NZ Post Codes 

9999 Overseas 

8888 Not yet known (Default) 

List of Post Codes is available (Appendix 15) 

Validation Logic 
Applies To:     Type B, C & D students   

(note there is no requirement to report for Type B and C students, however if Post Codes are 

reported then this validation applies). 

Error  559: TERM_POST_CODE is blank or not numeric 

 561: TERM_POST_CODE is not a valid Post Code 

Applies To: Type D students 

Error  560: TERM_POST_CODE is 8888 for more than two consecutive Returns) 

Note: Only post codes implemented from 1 July 2008 are accepted. 

Data Collection Source: Student application/enrolment form. 

Frequency: The information would be updated when the details change.This data item may 

change for a student during the year while enrolled in a qualification. The post 

code should be supplied by your student management system at the time that 

the Ministry's data files are created. 

  

Field History 
 2008 ï This field was introduced 

 2009 ï Validation 560 changed to an error 

 2009 ïValidations 559 and 561 amended to include Type B and C students  
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Field Name 
 

 
QUAL 

 
Field Number 2.3, 3.4, 4.4 

Field Title Qualification Code  

Description The field identifies the Qualification code relating to a quality assured qualification.  The field 

is used to indicate the qualification the student is currently enrolled in; a qualification that has 

been completed by a student or a qualification for which a course has been approved for 

Student Achievement Component funding or quality assurance. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Reason for Field This information is used to link with the Qualification Register to enable statistical analysis of 

student enrolments and satisfy international and national reporting requirements.  It is also 

used for policy and resource planning purposes which includes monitoring the number of 

students completing qualifications and checking that the qualification is approved for Student 

Achievement Component funding, student allowances and loans.  

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field 

Specifications 

File Course  Course Qualification 

 Enrolment Register Completion 

Length: 6 6 6 

Type: Alpha-Numeric  Alpha-Numeric Alpha-Numeric 

Justification: Left Left Left 

Fill Character: Blank Blank Blank 

Record Position: 15-20  100-105 25-30 

Type of Students: B,C,D n/a D 

Preceding Field: ID CTITLE NSN 

Following Field: COURSE CLASS MAIN_1 

 

Classification 

 

 

The value should be a six alpha-numeric code as on the Qualification Register which uniquely 

identifies a recognised formal qualification. 

(Note requirements for pre-service teacher education qualifications in Qualification Register 

section). 

Model:   Aannnn                 Example: NC5121   

 

Non-Formal Education (TEIs only) 

 

For community, continuing, and general education qualifications that are less than or equal to 

40 hours of teaching use the Qualification code: G9999.   

For community, continuing, and general education qualifications that are greater than 40 

hours of teaching use the Qualification code built on this model: 

Model:   GFFSSX          Example: G48017 

(where G = community; FF = field of study; SS = sub-field; X = digit 0-9) 

Note: Non-Formal Education is not required to be reported in the Qualification 

Completion file. 

 

Qualification Completion File 

Note: It is now becoming common for students to enrol in a long qualification but be awarded 

qualifications along the way.  For example, a student may be enrolled in a 3 year Diploma 
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qualification and be awarded a certificate after the successful completion of the first year. 

Please ensure that the Qualification Completion file reflects the qualification gained for the 

year in which it was awarded. 

 

Validation Logic 

 

 

 

 

 

 

Applies to:   Type B, C, and D students 

Error  006:  Qualification Code is missing in Course Enrolment file  

 017: Qualification Code is missing in Course Register file  

 010: Qualification Code is not listed on Qualification Register  

 014: Qualification Code in Course Enrolment is not approved for funding and 

  source of funding is 01  

 202: Qualification Code in Qualification Completion is duplicated for same  

  student  

                 396:     Qualification code cannot be blank 

Warning  012:  Qualification Code in Course Register is not approved for funding  

 

 

Data Collection 

 

Source: This data item should be supplied by your student management system at the time 

that the Ministryôs/TECôs data files are created. The value for the enrolled, 

approved or awarded qualification must be a valid code on the Qualification 

Register. 

 

 

 

 

 

 

 

 

 

 

 

 

Field History  2000 ï The field has been separated out from previous PROG specification 

 2000 ï Title amended to QUALIFICATION Code for Completed Qualification 

 2004 ï Fields PROG and APP_QUAL have combined and are now all covered under    

 QUAL specification 

 2004 ï Validations 006, 010, 012, 014, 017 and 202 amended 

 2005 ï  Validation 396 introduced  

 2008 ï New field no. and file position in Qualification Completion file 
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Field Name 
 

 
COURSE 

 
Field Number 2.4, 3.2, 5.3 

Field Title Course Code 

Description The internal code for a course in which students are enrolled. The code must be able to uniquely 

identify a specific course in which a student is enrolled regardless of the period, location and 

year in which it is taught. The course code should be consistently reported to the Ministry for 

each course offered by the TEO.  

Reason for Field Allows the Ministry to link the student enrolment file with the course register. This enables the 

Ministry to establish whether the course is correctly classified for funding and statistical 

purposes.  This field is a key identifier in any analysis at the course level. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

 

Field 

Specifications 

File Course Course Course               

Enrolment Register Completion 

Length: 20 20 20 

Type: Alpha-Numeric Alpha-Numeric Alpha-Numeric 

Justification: Left Left Left 

Fill Character: Blank Blank Blank  

Record Position: 21-40 5-24 15-34 

Type of Students B,C,D n/a D 

Preceding Field: QUAL INSTIT ID 

Following Field: CRS_SRT CTITLE COMPLETE 

Classification The internal code for the course. The code should contain no reference to dates or years in which 

the course is taught. 

 e.g. ñECON112ò 

Note: Every unique course in the course enrolment file should appear once, and once only, in 

the course register file. 

Validation Logic Applies to:  Type B, C and D Students 

Error  008: COURSE is not unique on course register file 

 013: COURSE is not approved for funding 

 015: Student is enrolled in COURSE more than once with same start date 

 036: COURSE is blank  

 037: COURSE is not on course register file  

 305: Open course change requests already exist for this provider  

 306: Course change requests were created  

 335: Enrolments against invalid deleted course on TEC course register 

 337: COURSE is not on TEC Course register  

Warning  009: Student is enrolled in COURSE more than once  

 043: Student is enrolled in more than 25 courses 

 

Data Collection Source: The course code will be an attribute of a studentôs course enrolment and will exist 

on the course register. 
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Field History  1999 ï The field was introduced as part of the automated RS21/22 return 

 2000 ï Field moved to course register file 

 2000 ï Validation 13 introduced  

 2004 ï SPF Validations 500 and 501 introduced 

 2004 ï Existing validations 305, 306 & 335 included on page 

 2005 ï SPF validations removed 
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Field Name 
 

 
CRS_SRT  

 
Field Number 2.5, 5.5 

Field Title Course Start Date 

Description This field is to contain the start date of the student's course(s) in the current or previous 

academic year.This date is the officially notified beginning date of instruction and/or 

structured supervision associated with each student's course(s) at a recognised tertiary 

education organisation. 

Reason for Field The field is used with the CRS_END field to ascertain the length of student course 

enrolments, and also to monitor student intake patterns throughout the year. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field 

Specifications 

File Course Enrolment Course Completion 

Length: 8 8 

Type: Numeric  Numeric 

Justification: n/a  n/a 

Fill Character: n/a  n/a 

Record Position: 41-48  36-43 

Type of  Students: B,C,D  D 

Preceding Field: COURSE  COMPLETE 

Following Field: CRS_END  NSN 

 

Classification An eight -digit value using zeros to stuff single digit day and month values: 

 DDMMYYYY ð i.e. day/month/year 

 01022000 = 1 February 2000 

 

Validation Logic Applies To:  Type B, C and D students 

Error  144: The course start date is prior to date of approval for funding in   

  Qualification  

 364: CRS_SRT may not be blank  

Warning  109: The year value is not equal to the return year or the previous year   

 

Data Collection Source: This data item should be supplied by your student management system at the time 

that the Ministryôs/TECôs data files are created. The system should maintain start 

and finish dates for all student course enrolments. 

 

 

 

 

 

Field History  2000 ï The Field was introduced 

 2004 ï Field introduced in Course Completion File 

 2004 ï Validation 364 introduced 
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Field Name 
 

 
CRS_END 

 
Field Number 2.6, 5.7 

Field Title Course End Date 

Description This field will contain the end date of the student's course. This will normally be the officially 

notified end date of instruction and/or examination associated with a course. If a course spans 

the end of the normal academic year the last date will be for the following year.  

Reason for Field The field is used with the CRS_START field to ascertain the length of student course 

enrolments, and also to monitor student exit patterns throughout the year. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field 

Specifications 

File Course Enrolment Course Completion 

Length: 8  8 

Type: Numeric  Numeric 

Justification: n/a  n/a 

Fill Character: n/a  n/a 

Record Position: 49-56  54-61 

Type of Students: B,C,D  D 

Preceding Field: CRS_START  NSN 

Following Field: CRS_WTD  PBRF_CRS_COMP_YR 

Classification An eight-digit value using zeros to stuff single digit day and month values: 

 DDMMYYYY ð i.e. day/month/year 

 01122000 = 1 December 2000 

 

Validation Logic Applies To:  Type B, C and D students 

Error  138: Course end date is before the course start date 

 395:  Course end date cannot be blank for both enrolment and completion returns 

 541: Completion record end date does not match enrolment record end date 

Warning  110: The year value is not equal to the return year or the next year 

 

Data Collection Source: This data item should be supplied by your student management system at the time 

that the Ministryôs/TECôs data files are created. The system should maintain start 

and finish dates for all student course enrolments. 

Field History  2000 ï The Field was introduced 

 2000 ï Validation 110 amended from error to warning 

 2004 ï Validation 138 amended 

 2005 ï Field introduced to Course Completion File 

 2005 ï Validation 395 introduced 

 2006 ï Validation 138 amended 

 2007 ï Validation 541 introduced 
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Field Name 
 

 
CRS_WTD 

 
Field Number 2.7 

Field Title Student's Course Withdrawal Date 

Description This field will contain the official date of withdrawal of a student from a course, otherwise 

left blank.  Note: this field only applies to students who have withdrawn from a course after 

the cut-off date for a refund, and who have not completed the course requirements (see 

error 366 in the COMPLETE field for further information). 

Reason for Field This field assists in the analysis of attrition of students, by providing an important distinction 

between those students who stay until the end of the course and are not successful, with those 

that withdraw before the end of the course. 

 

Field 

Specifications 

File Course Enrolment 

Length: 8 

Type: Numeric 

Justification: n/a 

Fill Character: n/a 

Record Position: 57-64 

Type of Students: B,C,D 

Preceding Field: CRS_END 

Following Field: ASSIST 

 

Classification An eight-digit value using zeros to stuff single digit day and month values: 

 DDMMYYYY ð i.e. day/month/year 

 01122000 = 1 December 2000 

Note: the definition of withdrawal is the documented decision of an enrolled learner to 

formally withdraw from a course. This may be instigated by the learner or the TEO. Refer to 

TECôs Tertiary Funding Guide for further information on withdrawals. 

 

Validation Logic Applies To:  Type B, C and D students 

Error  139: The course withdrawal date is not between the course start date and  

  course end date 

Warning  401:    The course withdrawal date is less than or equal to thirty days after the 

course start date 

 

Data Collection Source: This data item should be supplied by your student management system at the time 

that the Ministryôs/TECôs data files are created. The system should maintain the 

withdrawal dates for all student course enrolments. 

 

 

 

 

 

Field History  2000 ï The field was introduced 

 2006 ï Validation 401 introduced 
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Field Name 
 

 
ASSIST 

 
Field Number 2.8 
 

Field Title Category of Fees Assessment for International Students for each enrolment 

Description This field contains a two character code to identify the category of fees assessment for 

international students.  International students are those not classified as NZL or AUS in the 

CITIZEN field (Student File), or Y in the RESIDENCY field, except if RESIDENCY is Y or 

CITIZEN is AUS and ATTEND is extramural and resident overseas. 

 

Reason for Field This field provides more information on the type and funding of international students. 

Field 
Specifications 

File Course  

 Enrolment                       

Length: 2                                      

Type:  Character              

Justification: Right if leading zero not supplied 

Fill Character: Zero or Blank                      

Record Position: 65-66                           

Type of Students: D                                      

Preceding Field: CRS_WTD                                  

Following Field: ATTEND                

 

 

Classification Code  Meaning 

01  NZAID (Formerly MFAT) scholarship, including Aotearoa and short-term 

 training and post-graduate 

03  03 Full fee paying foreign student (excluding Foreign  research-based post- 

                  graduate) 

04  Exchange scheme approved by Ministry 

06 Foreign Research based post-graduate and international doctoral 

         students (prior to 19th April 2005) 

08  Military personnel, diplomatic staff or family, or 

 persons associated with Operation Deep Freeze 

09        International On-Shore PhD student (enrolled after 19 April 2005) 

12 International ITO Off-Job Trainee 

The ASSIST field will contain:  

00 (zero zero) for NZL, New Zealand Permanent Resident (Residency = óYô), and AUS 

students, but only if New Zealand Permanent Residents and AUS students are resident in New 

Zealand 

 

Validation Logic Applies To:  Type D students 

Error  562: ASSIST is 12 and FUNDING is not 21 

       578: ASSIST is 06 and FUNDING is not 01 

 579: ASSIST is 03 and FUNDING is not 02 

 580: ASSIST is 01 and FUNDING is not 20 

 405: ASSIST is 09 and ATTEND is 3 or 4 

 581: (CITIZEN is not NZL, AUS, or RESIDENCY is not Y) and ASSIST is not 

01, 03, 04, 06, 08, 09, 12 

                 582: (RESIDENCY is Y or CITIZEN is AUS) and (ATTEND is 3 or 4)  and  

ASSIST is not 03 

                 590:     ASSIST is not a valid classification code 
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Warning  126: ASSIST is 00 and FUNDING is  02 

  583: ASSIST is not 00, RESIDENCY is Y or CITIZEN is AUS and ATTEND is 

1 or 2 

                 584: ASSIST is 09 and FUNDING is not 01 

 585:    ASSIST is 00 and RESIDENCY is not Y, or CITIZEN is not NZL or AUS 

 

 

Data Collection Source: Student application/enrolment form. 

Frequency: This data item may change for an international student during the year 

depending on whether a student obtains permanent residence while enrolled in 

a qualification. The current status of fees assistance should be supplied by your 

student management system at the time that the data files are created.  

 

  

Field History  The field has existed since data collection was introduced 

 1997 ï Classifications were amended in 1997 

 1998 ï Code 06 has been clarified by changing from NZAID post-graduate scholarship 

 2000 ï Wholly Research students amended to Research-based Post-graduate Students  

 2000 ï Validation logic amended to include warning 

 2003 ï Validation 128 amended, validation 160 introduced 

 2004 ï Validation 161 introduced, validation 128 amended to include Funding of 21 

 2004 ïDescription and Classification: terminology of international students expanded 

 2004 ï Code 03 amended to include ITO 

 2006 ï New code 09 for on-shore international PhD students 

 2006 ï Validation 122 removed and replaced with 406 

 2006 ï Validation 161 removed and replaced with 407 

 2006 ï Validations 400, 404, 405, 406, 407 and 410 introduced 

 2008 ï Field moved to enrolment file 

 2008 ï Field removed from student and Qualification Completion Files 

 2008 ï Introduced validations 578, 579, 580, 584 (amendment of 124, 128, 160, 404  

 to be enrolment specific) 

 2008 ï Validations 124, 128, 160, 404 removed 

 2008 ï Introduced validations 583, 581, 582, 585 (amemdment of 400, 406, 407, 410  

 to validate against RESIDENCY instead of CITIZEN for New Zealand Permanent 

resident students) 

 2008 ï Validations 400, 406, 407, 410 removed 

 2008 ï Clarification of codes 06 and 09 

 2008 ï New Classification 12 International ITO Off-Job Trainee 

 2008 ï Additional change to introduced validation 581 (amendment of  validation 406 

 to include Classification 12) 

 2008 ï New validation 562 introduced 

 2008 ï Code 03 amended, Foreign ITO removed from classification 

 2009 ï Validation 590 introduced 
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Field Name 
 

 
ATTEND 

 
Field Number 2.9 

Field Title Intramural/Extramural Attendance 

Description The field is used to record a code which specifies whether a student is enrolled in a course 

that requires students to attend scheduled teaching sessions.  

Reason for Field The field is used to determine the number of extramural students, whether or not they reside 

in New Zealand, and the type of courses they study. This information is used for policy 

development purposes. 

This field is used in analysis to determine access and participation in New Zealand for various 

population subgroups, such as older students, or students with disability.  Also for 

understanding differences in student outcomes in tertiary education. 

 

Field 

Specifications 

File Course Enrolment 

Length: 1 

Type: Numeric 

Justification: n/a 

Fill Character: n/a 

Record Position: 67 

Type of Students: B,C,D 

Preceding Field: ASSIST 

Following Field: CRS_SITE 

Classification Code        Meaning 

1 Intramural and residing in New Zealand ð covers courses where students must be 

physically present in scheduled teaching sessions in New Zealand in order to meet 

the course requirements. These courses may, however, include periods of supervised 

research and clinical or field experience which may take place outside the campus. 

2 Extramural and residing in New Zealand ð covers students who are resident in New 

Zealand and unable to attend on-campus courses in New Zealand. These courses use 

postal services and distance communication Technology. These courses may, 

however, include short periods of on-campus attendance. 

3 Extramural and residing overseas ð covers students who are resident overseas and 

are unable to attend on-campus courses in New Zealand. 

4 Intramural and residing overseas ð covers courses where students must be 

physically present in scheduled teaching sessions at a TEOôs campus located in an 

overseas country in order to meet the course requirements. These courses may, 

however, include periods of supervised research and clinical or field experience 

which may take place outside the campus. 

Validation Logic Applies To:  Type B, C and D students 

Error  123: ATTEND is blank or contains a value other than 1, 2, 3 or 4 

 

Data Collection Source: This data item should be supplied by your student management system from 

the enrolment record at the time that the Ministry's/TECôs data files are 

created. The value may be determined either on the basis on the course, i.e. all 

students enrolled in the course are intramural or extramural; alternatively the 

value may have to be determined at the individual student enrolment, i.e. some 

students in a course are intramural, whilst others are extramural and may be 

studying overseas. 

Frequency: The value must be checked at each return date, as it is possible for a student's 
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attendance status to change. 

Field History  The field has existed since data collection was introduced 

 1991 ï The codes were modified because of the deletion of the Extramural Load field 

from the student file 

  2000 ï Field amended to refer to courses and include residence status of extramural 

students 

 2004 ï Correction to type of students; includes B, C & D students (no change to 

reporting) 

 2004  ï New Field No.  No change to File Position 

 2006 ï Code 4 introduced. Other codes modified to more clearly define whether a 

student is resident in New Zealand or overseas whilst studying 
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Field Name 

 
CRS_SITE 

 
Field Number 2.10 
 

Field Title Course Delivery Site 

Description The field is used to record the delivery site or campus of the course or module of a 

qualification in which a student is enrolled. The delivery site refers to the location in which 

the majority of the teaching, instruction or learning occurs for a particular course. The campus 

or site must be a recognised centre of learning by the TEO that is geographically separate 

from other sites or campuses. 

 

Reason for Field The field is used by the Ministry for tertiary sector reporting by location of student. This 

enables the Ministry to calculate student participation by geographic areas. Code 98 is used to 

identify courses that are in the main offered by distance learning (some courses may involve 

short periods of campus contact).  

In conjunction with post code information, and location of last secondary school information 

this field can be used to analyse student mobility patterns, e.g. where students choose to study 

by where they came from, or for regional planners in estimating where there students come 

from. 

 

Field 

Specifications 

File Course Enrolment 

Length: 2 

Type: Numeric 

Justification: n/a 

Fill Character: n/a 

Record Position: 68-69 

Type of Students: B,C,D 

Preceding Field: ATTEND 

Following Field: FUNDING 

 

Classification The value is a two-digit numeric code that refers to a course delivery site or campus of each 

TEO. A register of course delivery sites is available on the STEO website. 

Code                   Meaning 

01                        Main campus or delivery site of a TEO 

02 - 96                 Other campuses or delivery sites 

98                        Courses delivered extramurally or by distance learning 

99                        Community education courses 

  

Validation Logic Applies To:  Type B, C and D students 

Error  140: CRS_SITE is blank 

 141: CRS_SITE is not in classification  

 402: CRS_SITE is 98 and ATTEND is 1 or 4 

 

Data Collection Source: This data item should be supplied by your student management system at the 

time that the Ministry's/TECôs data files are created. The course site should be 

registered with TEC through the secure STEO website prior to the return date. 

 The CRS_SITE must have prior approval from QABs and authorisation from 

TEC before funding can be claimed at that site. 

Field History  2001 ï The field was introduced 
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 2003 ï Validation 141 amended to error 

 2004 ï Validation 140 and 141 messages amended 

 2004 ï Data Collection explanation amended 

 2004 ï New Field No.  No change to File Position 

 2006 ï Two character code option removed 

 2006 ï Validation 402 introduced 
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Field Name 
 

 
FUNDING 

 
Field Number 2.11 

Field Title Source of Funding 

Description The field contains a code that identifies the source of the funding that supports the student's 

enrolment in the course. 

Reason for Field The field is used to differentiate between students funded through Student Achievement 

Component funding, full fee paying students, and students who are funded through some 

other scheme or through some other agency. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field 

Specifications 

File Course Enrolment 

Length: 2 

Type: Numeric 

Justification: n/a 

Record Position: 70-71 

Type of Students: B,C,D 

Preceding Field: CRS_SITE 

Following Field: RESIDENCY 

Classification Code  Meaning 

01 Student Achievement Component funding (formerly known as EFTS based tuition 

subsidies) (incl. Domestic & Foreign Research-based Post-graduates and on-shore 

international PhD students first enrolled after 19
th
 April 2005) 

02 Full Fee Paying Foreign Students (excluding Foreign Research-based Post-

graduates, including Australian citizens and New Zealand permanent residents 

enrolled in extramural study who are not resident in New Zealand) 

03 Domestic Full Fee Paying Students  

04  TEC ð Supplementary Grants/Fund  

05  STAR funded student  

06  Training Opportunities  

07  Youth Training  

08  Skills Enhancement  

09  Prison Education (Department of Corrections)  

10  Ministry of Health  

11  ITO Off Job Training  

12 Other contracts 

13 English for Migrants (TEC only)  

14 Primary Pre-service Teacher Education Contracts 

15 Secondary Pre-service Teacher Education Contracts  

16 Youth Action Training Programme (DWI) 

20 Ministry of Foreign Affairs and Trade sponsored student 

21 ITO Off Job Training FOREIGN Student       

Validation Logic Applies To: Type B, C and D students 

Error  125: FUNDING is not 01 to 16, 20, 21 or is blank  

Data Collection Source: The value must be determined from the studentôs course enrolment or fee payment 

record in your student management system. A code should be stored in this record 

to specify the studentôs funding source. 
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Field History  1997 ï The field was introduced 

 1998 ï Code 99 (Not Stated) ceased to be valid 

 1998 ï Code 02 has been clarified to include MFAT and Codes 14 and 15 

introduced 

 1998 ï Domestic Wholly Research has been moved from code 04 to 01 

 2000 ï Code 03 amended to Domestic Full-Fee Paying Students  

 2000 ï Code 07 amended to Youth Training (TEC ï ex Skill NZ) 

 2000 ï Code 13 amended to English for Migrants  

 2000 ï Code 16 introduced for Youth Action Training Programme 

 2000 ï Code 01 amended to EFTS based tuition subsidies & incl. Research-based  

 2003 ï Code 02 amended to exclude MFAT & code 20 introduced for MFAT 

students 

 2004 ï Code 02 clarified to include non-resident extramural students who are not 

NZ  citizens 

 2004 ï New Field No.  No change to File Position 

 2004 ï New Source of Funding 21 ï ITO Off Job Training FOREIGN Student 

 2004 ï Validation 125 amended to include Source of Funding 21 

 2006 ï Code 01 amended to include on-shore international PhD students (first 

enrolled after 19
th
 April 2005) 
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Field Name 

 
RESIDENCY  

 
Field Number 2.12 
 

Field Title Residential Status 

Description This field contains a one character code to identify if the student has New Zealand permanent 

resident status for each enrolment. 

Reason for Field This field is used to determine the New Zealand Permanent Residency status of a student. 

 

Field 
Specifications 

File Course 

 Enrolment      

Length: 1  

Type: Character  

Justification: n/a  

Fill Character: N  

Record Position: 72  

Type of  Students: B,C,D  

Preceding Field: FUNDING  

Following Field: Field 2.13 (Blank)  

Classification Code  Meaning 

  Y   New Zealand Permanent Resident (Excludes all New Zealand and Australian 

         Citizens) 

N      Not a New Zealand Permanent Resident (Includes all New Zealand and 

         Australian Citizens) 

 

 

 

 

 

 

Validation Logic Applies To:  Type B, C, D students 

Error   563: RESIDENCY code is other than Y or N 

                              

Warning 564: RESIDENCY is Y and CITIZEN is NZL or AUS 

 

 

Applies To:       Type D Students 

Warning       574:  RESIDENCY is N and CITIZEN is 999. 

 

 

 

 

 

Data Collection Source: Student application/enrolment form. 

 

Field History  2008 ï Field was introduced 
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Field Name 
 

 
CATEGORY 

 
Field Number 2.14, 3.9 

Field Title Funding Category 

Description A two-character code assigned by the Ministry to uniquely identify Student Achievement 

Component funding categories. 

The field is an alpha-numeric combination of funding category and funding degree/research 

status. 

Reason for Field Category is used to assign EFTS to a particular tertiary funding rate. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field 

Specifications 

File Course Enrolment      Course Register 

Length: 2                                  2 

Type:  Alpha-Numeric           Alpha-Numeric 

Justification:  n/a                               n/a  

Fill Character:  n/a                               n/a 

Record Position: 75-76          120-121 

Type of Students: B,C,D                          n/a 

Preceding Field:  Field 2.13 (Blank)       CREDIT     

Following Field:  CLASS                        FACTOR  

 

Classification Details of the funding categories are published in the TECôs website under 2009 Tertiary 

Funding Information.   

(Also refer Appendix 7 for valid funding categories for different course classifications). 

The field consists of a two alpha-numeric value that concatenates funding category (A-Z) and 

degree/ research status.        Model = An 

Note:  Course classification #5.3 (Short Awards) is categorised in the funding category that 

the subject of the short award relates to, most predominately A, B, C, J, L or P. 

 

Code Description 

 A Arts (#03), Social Sciences (#03); General (#5.2) 

 B Architecture (non-degree) (#02), Computer Science (#06), Fine Arts, Design (#12), 

Music and Performing Arts (#16), Health Related Professions (#17), Medical 

Imaging (#25), Occupational Therapy (#28), Physiotherapy (#29), Clinical 

Psychology (#34). 

 C Architecture (degree) (#02), Engineering, Technology (#11), Health Sciences (#13), 

Midwifery (3 year) (#27), Speech Language Therapy (#32), Medical Laboratory 

Science (#33), Audiology (#35),  

 G Dentistry (postgraduate only) (#07), Medicine (excluding intermediate/first year) 

                (#15), Veterinary Science (#23) 

 H Specialist Large Animal Science (#39) 

 I Teaching (#19.1, #19.2, #20) 

 J Business, Accountancy (#04), Law (#14) 

 L Agriculture and Horticulture (non-degree) (#01), Osteopathy (#3.1),  

Acupuncture (#3.1),  Science, (#18), Nursing (#24) 

 M Agriculture and Horticulture (degree) (#01), Optometry (#13.1) Dental Therapy  

  (#17.3) 

 N Pharmacy (#31), Dietetics (#36)  

 O Medical Radiation Therapy (#30) 

 P Trades 2 (#22) 

 Q Veterinary Science, years 3-5 (#23.3) 

 R Dentistry (undergraduate excluding intermediate -  years 2-5) (#07) 

 S Foreign-Going Nautical (#38) 

 T Medicine (Years 2-3) (#15) 

 U Medicine (Years 4-6) (#37) 
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 Z  All non-Student Achievement Component funding 

Note: The use of ñZò to denote other funding sources (i.e. FUNDING 02 to 15) may 

be a concept not in use in some student management systems, therefore the 

validation program translates whatever value is used by the system to a ñZò. 

 

Code Description 

  1 Non-Degree 

  2 Undergraduate Degree 

  3 Taught Post-graduate 

  4 Research-based Post-graduate    

  5 Foreign Research-based Post-graduate   
 

Validation Logic Applies to: Type B, C and D students 

Error  025: CATEGORY is not a valid category code 

 026: CATEGORY is not valid for CLASS 

 027: CATEGORY is Z and FUNDING is equal to 01 

 046: Second character of CATEGORY is not 5 and ASSIST is 06 

 347: CATEGORY is not same as TEC course register for this course 

Warning  047: CATEGORY is not same as course register file for this course 

 

Data Collection Source: Depending on your student management system the category will either be an 

attribute of a studentôs individual course, or will be looked up from the offered 

course record to which that enrolment is related. 

 

 

Field History  1999 ï The field was introduced with the automated RS21/22 return 

 2000 - Additional character introduced to reflect changes to funding categories with the 

addition of Non-Degree, Degree, Taught Post-graduate and Research-based Post-

graduate funding add-ons.  Funding categories D, E and post-graduate in Funding 

category C removed 

 2000 ï Funding category X (extramural) removed 

 2000 ï Amended classification for category "Z" 

 2004 ï Validation messages 025, 026, 027, 046, 047 and 347 amended 

 2004 ï New Field No. Course Enrolment file.  No change to File Position 

 2004 ï New Funding Category J (Business, Accountancy and Law removed from 

Funding Category A) 

 2005 ï New Funding Category K (ACE ï Adult and Community Education) 

 2006 ï Funding Category changes 

 2006 ï New Funding Categories L, M, P, T 

 2007 ï Funding Category changes 

 2007 ï New Funding Categories N, O, Q, R, S, T, U 

 



 

Ministry of Education ï Single Data Return Manual 2009, v 11.0  Page 80 

 
Field Name 
 

 
CLASS 

 
Field Number 2.15, 3.5 

Field Title Course Classification 

Description A four-character code assigned by the Ministry to uniquely group courses into subject 

classifications. 

Reason for Field Classification is used to determine the basis (course) on which EFTS are generated, and to 

provide a link between EFTS and funding category. 

This field is used by the TEC to produce performance information for investing, funding, 

and monitoring purposes. 

Field Specifications File Course Enrolment      Course Register 

Length: 4                                  4 

Type:  Numeric                      Numeric 

Justification:  Left                             Left 

Fill Character:  n/a                               n/a 

Record Position:  77-80                          106-109 

Type of Students: B,C,D         n/a  

Preceding Field:  CATEGORY              QUAL 

Following Field:  NZSCED                    NZSCED   

Classification A complete list of codes is provided in Appendix 6. Further details of the course 

classifications are available in TECôs website (http://www.tec.govt.nz) under 2007 

Tertiary Funding Information. 

Validation Logic Applies to: Type B, C and D students 

Error  021: CLASS is not a valid classification code 

 348: CLASS is not same as TEC course register for this course 

Warning  048: CLASS is not same as course register file for this course 

 

Data Collection Source: Depending on your student management system the classification will either 

be an attribute of a studentôs individual course enrolment, or will be looked up 

from the offered course record to which that enrolment is related. 

 

 

 

 

 

 

 

Field History  1999 ï The field was introduced with the automated RS21/22 return 

 2000 ï Course classifications 07.1, 07.2, 08, 09, 10, 13.1, 13.2, 15.1, 15.2, 17.1, 

17.2 23.1, 23.2, 30.2 have been removed or amended for 2000 

 2004 ï Validations 021, 048 and 348 amended 

 2004 ï New Field No.  No change to File Position 

 2007 ï Course classifications 5.1 and 26 removed 

 2007 ï Fill character amended 

http://www.tec.govt.nz/
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Field Name 
 

 
NZSCED 

 
Field Number 2.16, 3.6 

Field Title NZSCED Field of Study 

Description The field is used to classify the field of study of courses and qualifications.  

Reason for Field Field of study is a key study-related variable used for both statistical and policy 

planning purposes.  Along with level of study, this I the primary variable for analysing 

the type of skills and knowledge people are acquiring.  Information from this field is 

used for example in policy setting to address skills shortages. 

This field is used by the TEC to produce performance information for investing, funding, 

and monitoring purposes. 

Field Specifications File Course Enrolment      Course Register 

Length: 6                                 6 

Type: Numeric                    Numeric 

Justification: n/a                              n/a   

Fill Character: n/a                              n/a  

Record Position: 81-86                         110-115 

Type of Students: B,C,D                         n/a     

Preceding Field: CLASS                       CLASS 

Following Field: FACTOR                   REGISTERLEVEL 

Classification The NZSCED classification is provided in Appendix 8. 

(Refer http://www.steo.govt.nz for details). 

 

Note: A course may have only one NZSCED classification based on "best-fit" criteria 

 (Refer to TECôs Tertiary Funding Guide). 

 

Validation Logic Applies To: Type B, C and D students 

Error  022: NZSCED is not valid  

 023: NZSCED is blank 

 353: NZSCED is not same as on TEC course register file for this course 

Warning  053: NZSCED is not same as on course register file for this course 

 

Data Collection Source: This data item should be supplied by your student management system from 

the course register record at the time that the Ministry's/TECôs data files are 

created. The course register should contain an NZSCED value for each 

course. 

 

 

Field History  2000 ï Field was introduced 

 2000 ï Validation amended from error to warning for year 2000 

 2004 ï Validations 022, 023, 053 and 353 amended 

 2004 ï New Field No.  No change to File Position 

http://www.steo.govt.nz/
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Field Name 
 

 
FACTOR 

 
Field Number 2.17, 3.10 

Field Title Course EFTS Factor 

Description This is the proportion of the total EFTS value set for the qualification that the course is deemed 

to represent. The value is expressed as a decimal rounded to four decimal places.  (Refer to 

TECôs Tertiary Funding Guide) 

Reason for Field Equivalent full -time study is a key study-related variable for analysing and reporting trends in 

study load.  In conjunction with length of study, EFTS is used to determine full-time/part-time 

study status of students, a standard statistic in most countries. 

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field 

Specifications 

File Course Enrolment     Course Register 

Length: 6                                 6 

Type: Numeric                     Numeric    

Justification: n/a                               n/a 

Fill Character: Zero                            n/a 

Record Position: 87-92                          122-127      

Type of Students: B,C,D                          n/a     

Preceding Field: NZSCED                    CATEGORY 

Following Field: EFTS_MTH               STAGE 

Classification Model: n.nnnn Example:  0.1666 

 

Validation Logic Applies to: Type B, C and D students 

Error  045: FACTOR is blank or zero in course register file 

 056: Student has consumed more than 2.0000 EFTS in a year 

 357: FACTOR is not same as TEC course register for this course 

Warning  049: FACTOR is 0 or greater than 1.0000 

 057: FACTOR is not same as course register file for this course 

 058: FACTOR  is greater than course EFTS value for course 

 059: Student has consumed more than 1.6000 (but less than 2.0000) EFTS in a 

  year 

 

Data Collection Source: The course factor will be an attribute of the offered course to which the studentôs 

course enrolment is related. 

 

 

Field History  1999 ï The field was introduced with the automated RS21/22 return 

 2000 ï Validation logic amended - Error 45 and Warning 49 

 2001 ï Validation logic amended - Error 56 

 2004 ï Validation messages 045, 056, 057, 357, 049, 058 and 059 amended 

 2004 ï New Field No.  No change to File Position 
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Field Name 
 

 
EFTS_MTH 

 
Field Number 2.18 

Field Title EFTS by Month 

Description The field contains the portion of the course EFTS factor for each month of enrolment for all 

students.  

Reason for Field The field is used to determine the Student Achievement Component funding entitlement for 

each student enrolled in approved courses and qualifications.  The EFTS consumed is the 

EFTS per month in the reporting period for students enrolled in the reporting period. The 

EFTS awaiting consumption is the EFTS per month for future funding periods of currently 

enrolled students.  This information is used for funding allocation, forecasting and financial 

modelling purposes. 

Equivalent full-time study is a key study-related variable for analysing and reporting trends in 

study load.  In conjunction with length of study, EFTS is used to determine full-time/part-time 

study status of students, a standard statistic in most countries.   

This field is used by the TEC to produce performance information for investing, funding, and 

monitoring purposes. 

Field 

Specifications 

File Course Enrolment 

Length: 6   (x12 for each month Jan-Dec in return year) 

Type: Numeric with 4 decimal places 

Justification: Left - each month space separated 

Fill Character: Zero 

Record Position: 93-98, 100-105, 107-112, 114-119, 121-126, 128-133, 

 135-140, 142-147, 149-154, 156-161, 163-168, 170-175 

Type of Students: B,C,D 

Preceding Field: FACTOR 

Following Field: NSN 

Classification The value is calculated by evenly dividing the course EFTS factor by each month in which the 

student is enrolled.  That is, the course EFTS factor is divided by the number of calendar 

months a student is enrolled in a course, irrespective of which day in the month the course 

starts or ends. The result is rounded to 4 decimal places. 

The formula is:                   Course EFTS value                                                     

                              Course Finish Month - Course Start Month  (inclusive)         

               

The calculation applies even if enrolment withdrawals occur after the withdrawal period. That 

is, include the EFTS of students who withdraw after one month or 10 percent of the course 

duration or as determined by the academic board or council (refer to TECôs Tertiary Funding 

Guide). 

 

Model:     n.nnnn                        e.g.  0.0100 

 

The calculated monthly EFTS value should be reported for all the months in which the student 

is enrolled in the course, beginning in January and ending in December of the return year. If 

no EFTS were calculated for a particular month, then this should be reported as 0.0000. If a 

course began in the previous year or ends in the following year, then only the proportion of 

the EFTS consumed in the current year should be reported. 

The total of EFTS for all months (including months in the following year) for a course 

enrolment must equal the course factor exactly. Where rounding error occurs, the last month 

must contain the remainder of the course factor.  (refer example 3)   
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Validation Logic Applies To: Type B, C and D students 

Error  016: EFTS_MTH is not numeric or greater than 0.9999 

 052: The sum of the monthly EFTS is greater than FACTOR  

 060: EFTS_MTH are not equal for all except last month of enrolment  

 061: EFTS_MTH is blank 

Warning  062: EFTS_MTH spread is not consistent with previous years SDR 

 

Data Collection Source: This data item should be supplied by your student management system from  the 

enrolment record at the time that the Ministry's/TECôs data files are  created. 

Examples of how the values are calculated are given below. 

 Examples of Calculation of  ñEFTS monthsò : 

1. Consider an enrolment that starts on 13 April (i.e. month number 4) and ends on 17 

August (i.e. month number 8) of the same academic year. This enrolment has an 

associated course EFTS factor of 0.1670. The monthly EFTS for each month in which 

the course runs would be calculated as such: 

Monthly EFTS  =  0.1670/((8-4)+1) 

                                           = 0.0334 

The associated monthly array (January to December) would be: 

0.0000 0.0000 0.0000 0.0334 0.0334 0.0334 0.0334 0.0334 0.0000 0.0000 0.0000 0.0000 

 

2. Consider an enrolment that starts on 13 April (i.e. month number 4) and ends on 17 

August (i.e. month number 8) of the following academic year. This enrolment has an 

associated course EFTS factor of 0.8670. The monthly EFTS for each month in which 

the course runs would be calculated as such: 

Monthly EFTS  =  0.8670/((8-4)+13) 

                                  = 0.0510 

The associated monthly array now stretches over two academic years for this enrolment. 

If the SDR is being reported in the first academic year of the enrolment then the 

associated monthly array (January to December) would be: 

0.0000 0.0000 0.0000 0.0510 0.0510 0.0510 0.0510 0.0510 0.0510 0.0510 0.0510 0.0510 

 

If the SDR is being reported in the second academic year of the enrolment then the 

associated monthly array (January to December) would be: 

0.0510 0.0510 0.0510 0.0510 0.0510 0.0510 0.0510 0.0510 0.0000 0.0000 0.0000 0.0000 

 

3. Consider an enrolment that starts on 13 April (i.e. month number 4) and ends on 23 

February (i.e. month number 2) of the following academic year. This enrolment has an 

associated course EFTS factor of 0.8670. The monthly EFTS for each month in which 

the course runs would be calculated as such: 

Monthly EFTS  =  0.8670/((2-4)+13) 

                                  = 0.0788 

The associated monthly array now stretches over two academic years for this enrolment. 

If the SDR is being reported in the first academic year of the enrolment then the 

associated monthly array (January to December) would be: 

0.0000 0.0000 0.0000 0.0788 0.0788 0.0788 0.0788 0.0788 0.0788 0.0788 0.0788 0.0788 

 

If the SDR is being reported in the second academic year of the enrolment then the 

associated monthly array (January to December) would be: 

0.0788 0.0790 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000  

        

Note that the last month has been calculated to ensure the sum of the monthly factors  

is equal to the course factor. That is, the last month is expressed as the course factor 

less the sum of monthly EFTS for duration minus one month. In this case,  

it is calculated thus:        0.8670 - (10*0.0788) = 0.0790 

 

Field History    2000 ï Field was introduced 
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   2000 ï Validation 51 removed 

   2004 ï Validation 60 amended 

   2004 ï Validation 50 removed 

   2004 ï Validation 61 introduced 

   2004 ï Validation 62 introduced 

   2004 ï New Field No.  No change to File Position 
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Field Name 

 
CTITLE 

 
Field Number 3.3 
 

Field Title Course Title 

Description The title of the course as prescribed or published by the TEO. 

Reason for Field The course title provides an indication of the content of the course and is used by the Ministry to 

ensure that like courses are classified in a like manner. 

Field 

Specifications 

File Course  

 Register  

Length: 75 

Type: Character 

Justification: Left 

Fill Character: Blank 

Record Position: 25-99 

Type of Student: n/a 

Preceding Field: COURSE 

Following Field: QUAL 

Classification The title of the course as determined by the TEO.  

It would be useful to the Ministry if the course title reflected the specific academic or vocational 

content of the course. If alternative titles exist for courses, use the title which has most common 

currency. For example, if the course corresponds to an NZQA Unit Standard, the short Unit 

Standard title may be used. 

Validation Logic Warning  041:  CTITLE is blank  

 

Data Collection Source: The course title will be an attribute of the offered course to which the studentôs 

course enrolment is related.  

 

 

 

 

 

 

 

 

 

 

Field History  1999 ï The field was introduced as part of the automated RS21/22 return  

 




