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Introduction
	Purpose
	This induction pack is for new Tertiary Education Organisations (TEOs). It is designed to inform new TEOs of the websites, systems, processes and procedures that they need to become familiar with, as a tertiary organisation, for their interactions with the Ministry of Education (Ministry) and other government agencies.


Where do I start?

	Getting started
	In order to get started as a registered TEO you need to:


	Stage
	Description

	1
	‘Go Live’ on the National Student Index (NSI) - process on page 9

	2
	Apply for access to our systems (see page 19)

	3
	Report to the Ministry and the Tertiary Education Commission (TEC) through the Single Data Return (see SDR manual)

	4
	In order to keep up-to-date with the happenings in Sector and Business Services (SaBS), you may decide to attend the Tertiary Education Roadshows and training sessions (see pages 22, 23)


Contact details

	
	Team

Contact details

Sector Service Desk Email
sector.servicedesk@minedu.govt.nz
Sector Service Desk Phone
0800 422 599
Sector Service Desk Fax
(04) 463 2868

e-Learning Team

elearning.tertiary@minedu.govt.nz
e-Learning Research Fund

elearning.research@minedu.govt.nz



Useful links

	
	Link

Information provided

http://cms.steo.govt.nz/
Visit the STEO website

www.steo.govt.nz/Applications.aspx?display=CertSMS
Student Management Systems in more detail

www.elearn.govt.nz 
Visit the eLearn Portal

www.ted.govt.nz 
Visit the Tertiary Education Portal

http://cms.steo.govt.nz/Downloads/showall.htm
Download an Education Sector Authentication & Authorisation (ESAA) user set-up form

https://nsi.education.govt.nz/login/login.aspx
Visit the NSI login page with links to further information



The National Student Index 
What is the National Student Index?

	Overview
	The National Student Index (NSI) is a mechanism for assigning students with a unique identifier. Tertiary Education Organisations (TEOs) use this identifier in their reporting to the Ministry, the New Zealand Qualifications Authority (NZQA) and the Tertiary Education Commission (TEC). Once a student has been assigned a National Student Number, they retain this number even if they study at different organisations. 

The purpose of the NSI is to provide a way of identifying a student. Over time, the NSI will become the central reference point for TEOs enrolling students. Once a student’s details have been verified on the NSI they may not have to provide documentary evidence of their identity again (such as a birth certificate), as TEOs will be able to use the NSI to confirm a student’s details. 


	The effect of the NSI on TEOs
	National Student Numbers (NSNs) are included in the Single Data Returns of all TEOs that report to the Ministry (see SDR manual). TEOs should ensure that their NSI data is up-to-date and accurate. TEOs are able to use data on the NSI to verify student details. The NSI also contains information regarding whether students have paid their NZQA Record of Learning hook-on fee.

TEOs need to access the NSI and will have to decide whether to implement a direct interface between their own Student Management System and the NSI, or whether to use the NSI website. Detailed information about these options, and what is required for each option, is available from the Guide to Integrating the NSI System (GINS) document (available on request from SaBS at sector.servicedesk@minedu.govt.nz).


	Regular tasks
	The NSI can be used to:

· Search for an existing NSN,
· Update/modify the details on an existing student’s record,
· Request a merge between two or more duplicate NSNs,
· Check changes made to your students’ details,
· Challenge a change made to a NSI record by another user.


 Continued on next page

What is the National Student Index?, Continued

	Effect of NSI on students
	A student can use their NSN when contacting NZQA, and when enrolling at a TEO. This will mean that TEOs will be able to use verified NSI records as evidence of a student’s identity, rather than having to ask all students to provide documentary evidence (e.g. a birth certificate). 
A Student's Guide to the NSI is published in the form of a brochure and an information sheet (attached). The guide explains:

· Why the NSI is needed,
· What information is collected,
· Who has access to the NSI,
· The privacy code of practice, and
· Where additional information can be found.
Request a brochure or information sheet by emailing SaBS at sector.servicedesk@minedu.govt.nz.
The brochure is also available as a download at https://nsi.education.govt.nz/login/login.aspx

	
	


	No additional cost
	The creation of an NSI record does not involve a registration fee. NZQA's existing processes for registering students for a Record of Learning, including payment of a hook-on fee, remain the same. Every student’s NZQA payment status is recorded on the NSI.


What is a National Student Number?

	What is an NSN?
	National Student Numbers (NSNs) are the unique numbers used to identify students on the NSI. NSNs are used to collect and combine data for policy and analysis purposes. Information reported to the Ministry will use NSNs instead of names or other codes. This serves to improve accuracy and help protect the privacy of the individuals whose information is reported. 

NSNs double as students' ‘Record of Learning’ numbers. This means that NZQA uses NSNs to record credits and qualifications gained by learners on the National Qualifications Framework. 

The NSN does not replace the student identification numbers that TEOs assign to their students for internal purposes. Agencies outside the education sector cannot use the NSN. 


	How are NSNs assigned?
	Only authorised personnel from education sector agencies can assign NSNs. This includes TEOs, TEC, NZQA and the Ministry. A TEO’s access may be through an interface with their Student Management System (SMS), through the NSI website, or both. These TEOs will be able to assign NSNs for their students and update any NSI records that their students may already have. NZQA also assigns NSNs for students that they interact with. In particular, NZQA is responsible for assigning NSNs to NCEA candidates. 


	What information is collected to assign NSNs?
	Students' basic demographic details are held on the NSI to ensure that each student is assigned just one NSN. 
These details are:

· name, 

· date of birth, 

· residential status,
· gender.
If a student’s details are verified, the documentation used (e.g. passport) is noted on the NSI. NSI records do not include academic results or any other detailed personal information.


	Who is assigned an NSN?
	An NSN is assigned to an individual who:

· enrols at a TEO, 

· registers for the National Certificate of Educational Achievement, or 

· registers for a Record of Learning in order to accumulate credits on the National Qualifications Framework.


How to access the National Student Index
	Accessing the NSI
	The NSI can be accessed via a website, an online SMS interface, and/or a batch file interface. It is recommended that the decision about which NSI interface(s) to use be made in consultation with your SMS vendor/developer. The interface options are described in depth in the Guide to Integrating the NSI System (GINS document). The GINS document is available on request from SaBS at sector.servicedesk@minedu.govt.nz.
See the diagram on page 10 for a basic overview of the interface options.



A Quick Guide to the National Student Index (NSI)

The process for ‘going live’ on the NSI 

1. Contact SaBS by sending an email to sector.servicedesk@minedu.govt.nz and including ‘NSI Access’ in the ‘subject’ area.
In your email, please answer the following questions:

· How many students do you have?

· Do you have a Student Management System and if so, which one?

· As well as using the NSI website, do you wish to use your Student Management System’s NSI interface? (refer to ‘How to access the NSI’ pg. 9, 10)

· If yes, please choose from the following:

 a) Batch interface

 b) On-line interface

 c) Both 

· The name and email address of the main NSI contact at your organisation.

2. SaBS receive your email, review the details, and send you a login to the NSI test system.

3. If you decide to access the NSI through your SMS, you will need to complete and pass integration testing using test scripts (refer to integration testing pg. 11). SaBS will provide the test scripts. 

4. You can then choose to send SaBS a load file of your existing students. This will allow SaBS to obtain NSNs for your existing students. For further information on this step of the process, contact SaBS.
5. You are now ready to request access to the ‘Live’ NSI. 

How do Student Management Systems work with the National Student Index?

	Which SMS is best for you?
	The purchase of an SMS is an important decision for a TEO. This decision should be made after consideration of the TEOs’ software requirements.
Each year we have a voluntary certification process for SMSs. Those systems that are able to format data according to Ministry specifications are certified. Details of Ministry certified SMSs can be viewed on the STEO website at (http://cms.steo.govt.nz/Applications/Certified+Student+Management+Systems.htm).
A number of SMSs have already implemented an NSI interface that is built into the core SMS software.  

	
	


	Integration testing
	TEOs implementing an online or batch interface to the NSI need to carry out integration testing prior to gaining access to the live NSI. Integration testing will ensure that the interface is working. It will also help users become familiar with using the NSI. SaBS will provide users with test scripts and assistance, by phone and email, during the testing period.
The Ministry has established a test environment specifically for the use of TEOs for testing and development work. As it is a test environment, it is not as reliable or as fast as the live NSI environment, however, the test environment does behave in the same way as the live NSI. Depending on the type of NSI interface being implemented, it is likely that the TEO will need to have a test database to carry out this testing.


	Contacts
	If you have queries about the information in the NSI section of this induction pack, please contact SaBS at sector.servicedesk@minedu.govt.nz or call the Sector Service Desk on 0800 422 599.


The Single Data Return (SDR)
An introduction to the SDR
	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.


	Why complete an SDR?
	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. 


	Main benefit of SDR
	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. 


	
	All students for whom a valid enrolment
  has been made in your SMS are required to be reported regardless of the level of study or the funding source.


	Information needed for the SDR
	The information required for the SDR is based on unit-record data obtained from your SMS, which is provided to the Ministry of Education three times  a year, as outlined in the section of return dates.

Information is required on: 

· student characteristics
· course details 
· course enrolment details

· actual EFTS on a monthly basis
· course and qualification completions

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


An introduction to the SDR, Continued
	SDR contacts
	· If you require assistance with processing your SDR, contact the Ministry Sector Service Desk on 0800 422 599.

· If you require assistance with:

· Course Register differences,
· SC forecasting,
· Qualifications and Courses,
     Please contact the TEC Service Centre on 0800 601 301.


	SDR File definitions
	Student File

Contains records for individual students who are enrolled in a course or qualification and have not received a complete refund of tuition fees.
Course Enrolment File

Contains records of all valid student enrolments in courses, for every course a student enrols in, a separate enrolment record is required.

Course Register File

Contains a register of all courses in which students are enrolled in the current year by each TEO.

Course Completion File

Contains course completion records for individual students who are/were enrolled in a recognised course.
Qualification Completion File

Contains records for individual students who have either graduated or have passed all the academic requirements for the completion of a recognised qualification. 



The SDR data collection process
	This section describes the process for preparing and returning 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 SMS. 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 SMS, 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 uploaded into the validation system.


	Data validation


	TEOs use a 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 system on the STEO website.


 

	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 as being received by an automatic email. A signed declaration that certifies the data is correct, and the summary report that 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.


SDR return dates 
	SDR return dates

	A full list of return dates during the year for the data files provided by TEOs to the Ministry, are available in the current SDR manual. The SDR manual is available to download at http://cms.steo.govt.nz/Downloads/

	
	


Staffing return

	What is a staffing return?
	The staffing return includes aggregate details of staff employed at TEOs during the week of 31 July. It is a ‘snap-shot’ of staff employed at each institution at that time.




	Why is this data collected?
	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.


	Tertiary Education Institutions
	For TEIs, the return will detail 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 of the SDR manual.


	Private training establishments
	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.


	What staff are included in the return?
	The return includes all staff, whether employed through Ministry funds, foreign fee-paying student funds, or scholarship funds. It also includes staff from any branch offices, contractors, and consultants.


	How to complete the return
	Staffing Return data can be inputted using one of two methods. A template is available for download from the STEO website downloads page, to be completed and uploaded into STEO. Alternatively, data can be inputted into a page on the STEO website www.steo.govt.nz


 The STEO website
	What is the STEO website?
	The Services for Tertiary Education Organisations (STEO) website (http://cms.steo.govt.nz/) provides a gateway to information concerning TEOs. Refer to the Guide to Completing your SDR to find out how to log into the STEO website. 
The Guide to Completing your SDR is available from the STEO website at STEO\Downloads\SDR and NSI Applications and Tools. This guide is updated before each SDR round.

	
	


	What does STEO look like?
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	The message of the day
	The message of the day is located on the STEO front page under 'News and Information' and on the ‘Log in’ page. This is updated daily during the SDR round to advise TEOs of any problems with the website, any errors that TEOs may be experiencing, and any other general communications relating to the SDR period.


Education Sector Authentication and Authorisation
	Introduction
	This section tells you:

· What Education Sector Authentication and Authorisation (ESAA) is,
· How it relates to TEOs,
· When to apply for access,
· Who should apply for access, and
· How to apply for access.


	What is ESAA?
	ESAA is the security front door for education sector related applications. It controls all users’ access to these applications via the internet. Your ESAA account opens the door to the applications you need to access.


	How does ESAA relate to the NSI and STEO?
	As a new TEO, you will need access the NSI and the STEO website. Before you can access these websites, one person from your organisation must complete and submit an application to be an ESAA authoriser and all other users from your organisation must complete and submit an application to be set up with a general user account in ESAA.


	Who should access these sites?
	The number of staff accessing these sites is entirely up to the TEO concerned.  However, the NSI, SDR, and ESAA contacts are responsible for monitoring the proper use of the systems. 

Application

User Responsibilities

When to apply for access

NSI

Using the NSI system to ensure all students are assigned an NSI number

Once your organisation has completed the NSI ‘go-live’ process

STEO

Submitting and monitoring the eSDR 

Once the TEC has approved funding, or if you are required to submit an SDR




	ESAA Contact

(Authoriser)
	The ESAA contact is normally the SDR data returns contact person. This person will:

· be authorised in this role by the CEO of the organisation (in some cases the contact person may be the CEO),

· oversee all users who have access to the STEO and/or NSI websites,

· authorise the access of new users,
· complete the Evidence of Identity process for the organisation.



Continued on next page

Education Sector Authentication & Authorisation, Continued

	How do I get access?
	The table below describes the process of applying for access to the NSI and STEO via ESAA.

Step

Action

1

Download the ‘ESAA User Setup and Access Request form’ form from the STEO website downloads page: http://cms.steo.govt.nz/Downloads/showall.htm
(Authorisers will need to download the ‘Authoriser Setup form’).
2

Fill out the form and have the Authoriser at your organisation sign it (see Authoriser, above).
3

Fax or send the form in to:
Fax:
04 463 2868

Post:
Ministry of Education


Attn: Sector Service Desk

Sector and Business Services

PO Box 1666
Thorndon
Wellington
4

If everything is correctly filled out, and your organisation is approved for NSI access, you will be assigned a login and e-mailed the details. 

5

Log in for the first time to check that it works correctly. You will be required to change your password immediately, and set five ‘challenge and response questions’ in case you forget your password. 




	Keep us informed
	Inform the Sector Service Desk on 0800 422 599 of any users whose access needs to be disabled (e.g. if a staff member leaves).


Tertiary Education Training Sessions

	Where can I find more information about training sessions? 
	If you have any queries regarding the Tertiary Education Training Sessions, please contact the Sector Service Desk at sector.servicedesk@minedu.govt.nz


 Tertiary e-Learning
What is e-learning?

	Definition
	e-Learning is learning that is enabled or supported by the use of digital tools and content.  It typically involves some form of interactivity, which may include online interaction between the learner and their teachers or peers.  e-Learning opportunities are usually accessed via the internet, though other technologies such as CD-ROM are also used in e-learning.


	Purpose
	e-Learning enables different types of learning activities from those that rely on traditional teaching modes (e.g. the face-to-face lecture, tutorial or lab), and traditional media (e.g. books).  It is increasingly used to support campus-based courses, and is bringing new dimensions to distance education.

For tertiary education organisations, e-learning extends educational reach to a larger and more diverse group of students.  To a large extent, this is because e-learning is less constrained by time and geography. This opens up the possibility of learning opportunities that are more flexible, therefore allowing more New Zealanders to undertake a course of study suited to their needs and circumstances.  Another major benefit is that the networked education system, facilitated by e-learning, allows access to worldwide learners, educators, opportunities and knowledge.


Tertiary e-learning initiatives at the Ministry of Education
Interim Tertiary e-Learning Framework
	Description
	Creating the 2004 Interim Tertiary e-Learning Framework (Framework) was another important milestone in achieving an effective e-learning environment.  It was developed by the Ministry with the National Library as co-sponsor and in consultation with other government agencies and the tertiary sector.

The Framework sets out:

· A shared vision of what e-learning can achieve;

· A set of agreed guiding principles; and

· Seven key areas that are essential to the development of sector capability


	Framework implementation
	The Framework is to be replaced in 2007 by a strategy that is updated, and aligned with both the Tertiary Education Strategy 2007-2012, and with the ICT Strategic Framework for Education.  This is currently being undertaken in partnership with key tertiary sector and government stakeholders.


 Tertiary e-learning research fund

	Description
	The Tertiary e-Learning Research Fund (TeLRF) was established in 2004 and is an on-going contestable fund for sector-based research into the current context and future impact of e-Learning in New Zealand.  Research findings are also being used to inform a scenario planning exercise, to provide the New Zealand tertiary education sector with pictures of the future, against which they can measure their own e-Learning capability and decide the future direction of e-Learning for their institution.  


	Progress to date and future plans
	Research reports for the first two rounds (2003/2004 and 2005/2006) have been completed and are available at http://cms.steo.govt.nz/eLearning/showall.htm.  Some recent research areas cover, for example:

· self-assessment processes for evaluating and informing TEOs’ development of e-learning capability and architecture
· the identification of trends and diversity in student needs, orientations and aspirations; and

· an examination of national and regional policy in the area of e-learning, a determination of the outcomes of the policy implementation, and a consideration of subsequent and proposed amendments and the reasons for those.
The third round projects (2006/2007) are now underway and are due for completion by February 2008.  These projects will create an e-learning professional development framework for implementation by TEOs.  In addition a survey of e-learning activity in the Industry Training Organisation sector and recommendations for best practice in implementing this will also be undertaken.

Further information on the RFP and making an application can be obtained at www.elearn.govt.nz or http://cms.steo.govt.nz.  Any enquiries regarding the 2007 RFP or the Fund in general please email the team at elearning.research@minedu.govt.nz.


Tertiary e-learning developments at the Ministry of Education

The ICT Strategic Framework for Education
	Introduction
	The New Zealand ICT Strategic Framework for Education (Strategic Framework) is the mechanism with which ICT investment is strategically planned and coordinated across the education sector agencies and the National Library. It is aligned with, and supports, the government’s goals and education priorities as well as the e-Government and National Digital Strategies and the international e-Framework for Education and Research. 


	More Information
	For a copy of the ICT Strategic Framework and more information on its current status go to: www.minedu.govt.nz/goto/ictframework or email ICT.Sector@minedu.govt.nz.


Tertiary e-learning developments at the Ministry of Education, Continued

Connectivity

	Introduction
	An action area of the Interim Tertiary e-Learning Framework is the “adoption of relevant technical and design standards for e-Learning developments”. Connectivity is also a key component of the ICT Strategic Framework for Education. There are two key initiatives being undertaken by the Ministry of Education (MoE) and other agencies in 2007 that support connectivity. 


	International  e-Framework
	The MoE (on behalf of the education sector agencies) is contributing to the International e-Framework for Education and Research (www.e-framework.org).  We join partners from the U.K, Australia and the Netherlands to produce an evolving and sustainable, open standards based, service oriented technical framework to support the education and research communities. 

The e-Framework allows the community to document its requirements and processes in a coherent way, and to use these to derive a set of interoperable network services that conform to appropriate open standards. New Zealand are contributing to the ‘Administration’ arm of the e-Framework – providing models of two key services – Education Sector Authentication and Authorisation (a single sign-on and identity management service for the education sector) and Education Sector Integration Services (a set of services to support information technology interoperability between organisations and systems).’


	Target State for the Education Sector
	This involves modelling the education sector and defining the key business functions/services and how they relate to each other. Once this has been defined and agreed, it is then possible to identify the key ICT systems and services required to support the sector. This process also identifies the services and infrastructure that are common across ECE, schools and tertiary, therefore enabling the sector to develop a common agreed approach to delivery. 

From this modelling, a roadmap can be developed that will over time guide the education sector to a target state. Taken together, the roadmap & target state become a management tool which guides informed decision making in ICT investment in the education sector.

Consultation with each sector on this work will be undertaken in 2007.’


	Contact details
	For more information on the Connectivity programme of work, please contact ICT.Sector@minedu.govt.nz. 

For further information on other Ministry tertiary e-learning initiatives or tertiary e-learning in general please email the Ministry’s Tertiary e-Learning team at eLearning.tertiary@minedu.govt.nz.


Appendix

	Items to include
	· SDR manual 

· NSI pamphlets

· http://www.tec.govt.nz/ TEC recommend online use.


Acronyms 

	List of acronyms used 
	Acronym

Meaning

eCDF

e-Learning Collaborative Development Fund

SC
Student Component 
ESAA

Education Sector Authentication and Authorisation

IRD

Inland Revenue Department

Ministry
Ministry of Education

NSI

National Student Index

NSN

National Student Number

NZQA

New Zealand Qualifications Authority

PBRF

Performance Based Research Fund

PTE
Private Training Establishment
SaBS

Sector and Business Services

SDR

Single Data Return

SMS

Student Management System

STEO

Services for Tertiary Education Organisations (website)

TEC

Tertiary Education Commission

Ted

Tertiary Education Portal

TeLRG

Tertiary e-Learning Reference Group

TEI
Tertiary Education Institution
TEO

Tertiary Education Organisation

TSPAR
Tertiary Sector Performance Analysis and Reporting



Roles and responsibilities
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� See the SDR Manual for definition
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<Process Name>


<Function>


Ministry of Education


Tertiary Education Commission


Tertiary Education Organisations


START


Data files are extracted from Student Management System (SMS)


Validate data files in Final Validation


Did Final Validation return with errors


Check Course Register Differences


TEO to enter Forecast in eSDR


Questions about Course Register Differences


Questions about Forecasting


Print, Check, Sign and Fax Summary Report. Submit SDR online.


TEO to resolve issue


Correct errors or contact the Sector Service Desk on 0800 422 599 for assisstance


SSD receive Summary Report


Sector Service Desk check Summary Report


Summary Report is sent to TEC at sdr@tec.govt.nz


Contact TEC for assisstance


TEC receive Summary Report


TEC check Summary Report


Is Variances, EFTS and Forecast OK?


Verify adjustments and accept SDR


END
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Submit Course Differences


No


Re-Validate 
files?


Yes


Yes


Yes


Yes


Yes
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No


TEC action Course Difference Approvals



