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PREFACE

This version of the manual includes the specification of Single Data Return (SDR)
requirements for the 2010 academic year.

From 1 January 2010 a new field will be included in the Course Register File. This is the
Embedded Literacy and Numeracy field. The field identifies if literacy and/or numeracy is
embedded in register level 1-5 courses. It will be used by TEC for investing, funding and
monitoring purposes.

In an embedded approach, literacy and numeracy skills are taught within course content and
skill development, not in separate unrelated blocks of learning. The development of literacy
and numeracy is combined with the development of vocational and other skills. It includes
opportunities to improve reading, writing, speaking, listening, number and measurement, and
statistics competencies, as defined in the Learning Progressions, along with the existing
programme of learning. There is also explicit assessment of literacy and numeracy skills
alongside assessment of other course outcomes.

Specifically a course that embeds literacy and numeracy will have:
explicit learning outcomes for literacy and numeracy;
a literacy and numeracy diagnostic assessment for all students;

deliberate teaching of literacy and numeracy that is contextualised to the relevant
curriculum and in response to the diagnosed learner needs; and

an assessment of learners’ progress in literacy and numeracy.

A new funding source has also been introduced. The Youth Guarantee Scheme is a new
tertiary education initiative that focuses on improving the educational achievements of some
16 and 17 year olds by providing them with an opportunity to participate in a range of
vocational programmes free of charge.

Students enrolled through the Youth Guarantee Scheme will not need to pay fees or any
associated course costs for their enrolled programme of study. The tertiary education
organisations (TEOSs) providing the Youth Guarantee Scheme will be paid an additional
premium rate for these students to cover the students’ fees and the SAC rate of the relevant
course enrolment.

Thanks to all the people that were involved in the review and subsequent changes that have
been made to the SDR Manual for 2010.

Robyn Smits

Senior Manager, Sector Services
IT Group

Ministry of Education
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VERSION AMENDMENTS

The SDR Manual has been updated with input from the Tertiary Education Commission

(TEC).

Changes made to file and field specifications since version 11.1 are listed below:

Change

New Field OR Field No. remaining in

Section: Field Specification
EMB_LIT_NUM
New Y/N field added

Validations 591 & 592 added

Field Number 3.18

Section: Field Specification FUNDING

New value (22) added for Youth Guarantee

Validations 593, 594, 595 added

Field Number 2.11

In addition to the inclusion of the Embedded Literacy and Numeracy indicator and the Youth

Guarantee Scheme, the following changes have been made to the Appendices:

Classifications

Appendix Change

la&1b Tertiary Education Organisations List of TEOs expected to complete an
SDR

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

7 Valid Funding Category for Course | Updated to reflect any new and/or

changed funding classifications and
categories

11 SDR Error/Warning Codes

Updated with new and amended codes

15 Valid Post Codes

Updated with new post codes
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INTRODUCTION

What is the Single
Data Return (SDR)?

Why is an SDR
needed?

What information is
needed for the
SDR?

The Single Data Return (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.

For information about Investment Plans and the funding system, read
the Investment Guidance 2008-2010 available on the TEC website.

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 qualificati on completions.

The main benefit of the SDR is that it provides one central point for
the collection, processing and delivery of information from TEOSs to
education agencies.

The information required for the SDR is based on unit-record data
obtained from TEOs student management systems. This information
is provided to the Ministry three times a year as at:

30 April, and
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.

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.

Ministry of Education - Single Data Return Manual 2010 v 12.35
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GENERAL INFORMATION

The Tertiary Education Commission (TEC) is a standalone crown entity that funds all post-
compulsory education and training offered by Universities, Polytechnics, Colleges of
Education, W nanga, 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) A mendment 2002
Ministry 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-

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

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

Section 159 ZK of the Education (Tertiary Reform) A mendment 2002
Conditions on (grants of) funding

“(2) It is a condition of (a grant of funding) payment of funding under section 1597J
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.”

All formal qualifications must have mandatory formal assessment

Qualifications 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 ‘Active’ NSN. Once a
Type D student has an ‘Active’ 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

Student Types
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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
‘Active’ 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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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

Data Extraction

Data Validation

Data Transfer

Data Analysis

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
Qualifications Register.

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.

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.

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.

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. TEOs
that supply an invalid return will be notified, and asked to submit a
revised SDR.

* Note: A list of Ministry certified SMSs (Student Management Systems) can be found under
‘Applications’ on the STEO website: http://www.steo.govt.nz.
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CONDITIONS FOR PROVISION OF INFORMATION

Confidentiality of
Information on
Students

Responsibility for
the Integrity of
Data Collected at
each TEO

Responsibility for
the Integrity of
Data Provided to
the Ministry

The Ministry's
Responsibility for
Quality Assurance

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 K Kiri.

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 ‘Unique Identifier Code’ 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

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.

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 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
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The Ministry's
Responsibility for
Consultation with
the Tertiary Sector

KEY MESSAGES

The Ministry has consulted with representatives of the tertiary sector
about the changes made to the Single Data Return for 2010.

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

Keep your contact
details updated

STEO’s Message of
the Day

Passwords for the
STEO and NSI
websites

Generic course
start and end dates

The December SDR
is definitive for
Enrolment,

Student, Course
and Course
Completion

Qualification
Completion is not
definitive for
December

Course Register
File

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.

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.

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.

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.

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.

Each Qualification completion record is required to be reported only
once but can be reported multiple times.

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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QUALIFICATIONS REGISTER

What is the
Quialifications
Register?

Recognised
Quialifications

Why is the
Quialifications
Register
important?

Where to find the
Qualifications
Register?

How to update the
Qualifications
Register?

The Qualifications 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 Chancellors’ Committee
or NZQA or its agents, (ITP Quality and NZCTE); or leads to an award
issued by a TEO for which the TEQO's council (or academic board, with
delegation) has given approval.

Each qualification listed in the Qualifications 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 for more information.

Because the course enrolment records supplied by TEOs to the
Ministry contain a qualification code, the Ministry is able to use the
Qualifications Register to collate data into qualifications for both
national and international comparative purposes.

For this reason, the integrity of the Qualifications 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 Qualifications Register.

TEOs must ensure that the structure of their qualifications is reflected
in the way they are numbered and entered on the Qualifications
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 TEC STEO web
site: http://www.steo.govt.nz.

The Qualifications Register can be downloaded from the Which
Course Where website, http://www.whichcoursewhere.co.nz/

Instructions on downloading the Qualifications Register, are
available in the document Guide to downloading Qualification
and Course Registers from Which Course Where?, from the
STEO Downloads page

The Qualifications Register can be updated on the TEC STEO
website

TEOs require password access to STEO to add or change
information on the Qualifications Register
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COURSE REGISTER

What is the Course
Register?

NOTE:

Where to find the
Course Register?

How to update the
Course Register?

The Course Register is a listing of all courses, which form part of one
or more qualifications listed in the Qualifications 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 TEC's “programme funding”. 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

IT IS ESSENTIAL THAT THE COURSE CODE IN THE COURSE
REGISTER IS EXACTLY THE SAME AS THAT USED IN THE
COURSE ENROLMENT FILE.

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

The Course Register can be downloaded from the Which Course
Where website, http://www.whichcoursewhere.co.nz/

Instructions on downloading the Course Register, are available
in the document Guide to downloading Qualification and
Course Registers from Which Course Where?, from the STEO
Downloads page

The Course Register can be updated on the TEC STEO website

TEOs require password access to STEO to add or change
information on the Course Register
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NATIONAL STUDENT INDEX

What is the
National Student
Index?

National Student
Numbers

NSNs and the
Record of Learning

How to access the
NSI

Things to Note

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 NSl 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 students’
RoL numbers. The NSI does not hold any information about students’
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 ‘live’ 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 ‘challenge’ 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
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FEE AND COURSE COSTS MAXIMA

Fee and Course
Costs Maxima

Fee/Course Costs

Exclusions

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:

The TEO is the sole source of the relevant items, and
All learners are required to pay, and

The charge meets guidelines for borrowing under the compulsory
fees/course costs component of the Student Loan Scheme

See the 2010 Funding Information available on the TEC website for
more information.

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 masters’ degrees. See Postgraduate Fee Increase
Limit in the TEC'’s 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
students’ fee/course costs (including foreign students enrolled in
wholly research based courses).
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Monitoring Fee and
Course Costs
Maxima

More Information

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 2010 ($/EFTS, GST inclusive) can be
found on http://www.tec.govt.nz/templates/standard.aspx?id=5524

STAFFING RETURN

What is the Staffing
Return?

What is reported?

How to submitting
the Staffing Return

When to submit the
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. Itis a ‘snap-shot’ 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 (PTESs), staffing ‘usage’ 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.

The Staffing Return must be completed before the August SDR can
be submitted.
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PBRF CENSUS (STAFFING RETURN)

Performance-
Based Research
Fund (PBRF)
Census

Background
Information

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

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
detall is excluded from this SDR Manual.

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/templates/standard.aspx?id=588

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

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.

Ministry of Education - Single Data Return Manual 2010 v 12.35
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INTERNATIONAL PHD PoLICY AND REPORTING

International PhD
Policy and
Reporting

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

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

Scenarios

Ministry of Education - Single Data Return Manual 2010 v 12.35

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.

The new Assist code of ‘09’ 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.

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 — On-shore international PhD student —f  irst enrolled

AFTER 19 April 2005 (Does not matter whether resear ch based or
not):

Assist = 09

Funding = 01
Scenario 2 — On-shore international PhD student —f  irst enrolled

AFTER 19 April 2005.
Enrolled in both PhD and non-PhD courses
Assist = 09
Enrolled in COURO01 (PhD) — Funding =01
COURO02 (PhD) — Funding =01
COURO03 (non-PhD) — Funding = 02
The students’ enrolment in ‘Cour03 (non-PhD) will be charged at full
fee rates and the foreign fee will be applicable.
Scenario 3 — On-shore international PhD student —f  irst 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 student’s enrolment in all courses will continue to be
charged at full fee rates and the foreign fee will be applicable.
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TIMETABLE AND EXTRACT DATES

The timetable below lists the return dates of the data files provided by TEOs to the Ministry
over the 2010 year. Note that the "Extract Date" is the reporting date, i.e. the ‘as at’ 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

April Return

August Return

December Return

SDR Files and Return Dates

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 2009 Course Completion file)

To be returned to the Ministry by 15 May 2010

Staffing return for staff employed during week of 31 July 2010

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.

Course Completion file must include all 2010 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 2010 Course Completion file)

To be returned to the Ministry by 15 September 2010

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 2010 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 2010 Course Completion file)

To be returned to the Ministry by 31 January 2011

Ministry of Education - Single Data Return Manual 2010 v 12.35
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SUMMARY OF FILES REQUIRED FOR 2010

Return Period 1-15 May 2010  |August 2010 1-15

September
2010
Extract Date 30 April 2010 The end of the 31 August 2010
week the 31 * of
July falls in
Student File
Course

Enrolment File

Course Reqgister
File

Course
Completion File

Quialification
Completion File

Staffing Return

PBRF Census*
(Staffing Return)

1-31 January
2011

31 December
2010

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

and www.tec.govt.nz.
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IDENTIFYING ENROLMENT TYPES
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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 D Enrolment

Type C Enrolment

Those students enrolled in a formal qualificaton or a module of a
formal qualification (qualification award category between 01 and
60, & 98) with a total EFTS value (in “formal” enrolments) greater
than 0.03

Includes students enrolled in:
Training Opportunities, or
Youth Training
Skills Enhancement , or
Industry Training Organisation
Type D students must have an ‘Active’ NSN
Those students who are enrolled in non-formal education

Only minimal data needs to be recorded for purposes of
statistical reporting:

SDR File Information required
Student Only the following fields are required:
Field Name Field Number
INSTIT 11
ID 1.2
GENDER 1.3
DOB 1.4
NAMEID 1.6
CITIZEN 1.13
IWI 1.17
NSN 1.19
FOREIGN_FEE 1.20
ETHNIC 1.22
Course All fields except ASSIST (field number 2.8)
Enrolment
Qualification Type C students must not be reported in the
Completion Qualification Completion file
Course Type C students must not be reported in the
Completion Course Completion file

Type C students may already have National Student Numbers.
These may have an Active or Partial NSN.

If the student does not already have a NSN one must be created.
Although the student’s identity is not required to be verified, this
is encouraged
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Includes all STAR students and students enrolled in formal

Type B Enrolment 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:

SDR File Information required
Student Only the following fields are required:
Field Name Field Number
INSTIT 1.1
ID 1.2
GENDER 1.3
DOB 1.4
NAMEID 1.6
CITIZEN 1.13
NSN 1.19
FOREIGN_FEE 1.20
MAX_FEE_EXEMPT | 1.21
Course All fields except ASSIST (field number 2.8)
Enrolment
Qualification Type B students must not be reported in the
Completion Qualification Completion file
Course Type B students must not be reported in the
Completion Course Completion file

STAR students will already have National Student Numbers.
They may have an Active or Partial NSN

Type A Enrolment From 2006 there are no Type A students.
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Definitions
Secondary Tertiary

Alignment Resource
(STAR)

Non-Formal
Programme

A recognised
qualification

Formal assessment

Active NSN

A Partial NSN
An Inactive NSN

A Merged NSN

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.

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.

Is one that has been approved by a quality assurance body, such
as: New Zealand Vice Chancellors’ 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.

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.

Once the name and date of birth, plus the residential status of the
student has been verified, the status of the NSN is ‘Active’. When
a student has an ‘Active’ NSN they have fulfilled the verification
requirements for enrolment at any TEO.

Is where some or all of the data on the NSI record is missing or
unverified.

Is where the record relates to a deceased or fictional person and
should no longer be used.

Is where the record is no longer current. The record will indicate
which NSN should now be used for the student in question.

Ministry of Education - Single Data Return Manual 2010 v 12.35
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REPORTING REQUIREMENTS

How to report the
enrolment of
Training
Opportunity and
Youth Training
students

How to report the
enrolment of STAR
students

How to report the
enrolment of
students into other
contracted courses

How to report the
enrolment of
students in a
Certificate of
Personal Interest

All students enrolled in Training Opportunities and Youth Training
programmes are Type D students and therefore must complete a full
enrolment which requires an ‘Active’ 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 itis PCYTH or PCTOP.
For TEls itis 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 Qualifications 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.

All students enrolled in Secondary Tertiary Alignment Resource
(STAR) programmes are Type B students which requires a minimum
of a ‘Partial’ NSN. All STAR students should be enrolled under a
generic qualification PCSTAR. Other statistical reporting
requirements are outlined on the Information Requirements page.

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 itis PCCONT. For TEIs it is XXCONT where XX is the two
letter institution code. These students are Type C students - i.e. non-
formal.

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).

Ministry of Education - Single Data Return Manual 2010 v 12.35
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DATA VALIDATION AND SUMMARY REPORT

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:

Validation of Data
Files

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.

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.

EFTS Forecast

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 TEls, 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.

Staffing

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.

Summary Report

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

. A Sector Service Desk, for assistance with the processing of the SDR,
Sector Service . : . :
is available from the Ministry. Other matters relating to the scope and
Desk . e . X
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 Services Management

Ministry of Education
P O Box 1666
Wellington

For matters relating to the setting of course EFTS, course register
differences, funding approvals and other funding issues contact the
TEC Service Centre:

Phone 0800 TEC INFO (0800 601 301)

Liaison Contacts

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.

Generic Enrolment
Form

The generic enrolment form template is available from the Downloads
section of the STEO website:

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) Thi§ .fiIe, (commonly referred to as STUD), will contain r.e.cor.ds 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 app ear once
in the Student file.

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

Course Enrolment This file, (commonly referred to as CQUR), contqing r.ecords of all valid

File (File 2) student enrolments in courses. That is, for gach mdmdual studer_1t 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 appe  ar at least once
in the Course Enrolment file.

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

. This file, (commonly referred to as CREG), contains records of all

Course Register i . )

File (File 3) 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 sh ould
appear only once in the Course Register file.

Recommended file name format: CREG####.txt (where #### represents
the TEO code).
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Qualification This file, (commonly referred to as QUAL), contains records for
Completion File individual students who have either graduated or have passed all the
(File 4) 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 recogni sed
qualification should be included in the Qualificati on Completion
file.

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

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

Course Completion
File (File 5)

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 students’ 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—completed course successfully
ii. 3 —completed course unsuccessfully
iii. 4 —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.

¢) any individual student who has never been reported in an SDR
completion file who has either

iv. completed a course successfully (completion indicator=2)
v. completed a course unsuccessfully (completion indicator=3)
vi. did not complete a course (completion indicator=4), or

vii. 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 ret  urned 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 indicato r=2)
B= # of completed unsuccessfully (completion indica tor =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 ‘Timetable and Extract Dates’ section earlier in the manual for the return dates of these

files.

Upload Types

Recommended File
Name Formats

Compressing Files

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 ‘upload type’ 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).

Course Register file CREG#H###.txt
Student file STUD###H . txt
Course Enrolment file COUR###H.txt
Course Completion file COMPH#H#HE txt

Qualification Completion file QUAL##HE It
where #### represents the TEO code

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.

For security reasons, the compressed zip file must not include the
paths to the source files

An alpha-numeric format is recommended e.q. SDR####.zip.
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FILE SPECIFICATIONS — DEFINITIONS

Valid Enrolments

Course Enrolment

Course

Quialification
Completion

Course Completion

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.

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.

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.

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.

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

1.1 INSTIT Provider Code 4 1-4 B,C,.D 38

1.2 ID Student Identification Code 10 5-14 B,C,.D 39

1.3 GENDER Gender 1 15 B,C,.D 40

1.4 DOB Date of Birth 8 16-23 B,C,.D 41

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

1.6 NAMEID Name ID Code 5 30-34 B,C.D 42

1.7 PRIOR_A Main Activity at 1 October 2 35-36 D 43
in Year Prior to Formal
Enrolment

1.8 FIRST YR First Year of Formal 4 37-40 D 45
Tertiary Education

1.9 DIS ACCESS Disability Services 1 41 D 47
Accessed Indicator

1.10 S_SCHOOL Last Secondary School 4 42-45 D 48
Attended

1.11 Y_SCHOOL Last Year at Secondary 4 46-49 D 49
School

1.12 SEC_QUAL Highest Secondary School 2 50-51 D 50
Qualification

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

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

1.15 DISABILITY Disability Indicator 1 57 D 53

1.16 FINISH Expectation to Complete a 1 58 D 54
Qualification this year

1.17 Wi Iwi Affiliation 12 59-70 C,D 55

1.18 IRDNOS IRD Number 9 71-79 D 56

1.19 NSN National Student Number 10 80-89 B,C.D 57

1.20 FOREIGN_FEE* Tuition fee paid by Foreign 5 90-94 B,C,D 59
fee-paying student

1.21 MAX_Exempt Fee Maxima Exempt Fees 5 95-99 B,D 60

1.22 ETHNIC Ethnicity 9 100-108 C,D 61

1.23 PERM POST CODE Permanent Post Code 4 109-112 D 63

1.24 TERM_POST_CODE Term Post Code 4 113-116 D 64

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 — COURSE ENROLMENT FILE

2.1 INSTIT Provider Code 4 1-4 B,C,D 38
2.2 ID Student Identification Code 10 5-14 B,C,D 39
2.3 QUAL Quialification Code 6 15-20 | B,C,D 65
2.4 COURSE Course Code 20 21-40 | B,C,D 67
2.5 CRS SRT Course Start Date 8 41-48 B,C,D 68
2.6 CRS END Course End Date 8 49-56 | B,C,D 69
2.7 CRS WTD Student’s Course Withdrawal 8 57-64 | B,C,D 70
Date
2.8 ASSIST Category of Fees Assessment for 2 65-66 D 71
International Students

2.9 ATTEND Intramural/Extramural Attendance 1 67 B,C,D 73
2.10 CRS SITE Course Delivery Site 2 68-69 | B,C,.D 75
2.11 FUNDING Source of Funding 2 70-71 | B,C.D 76
2.12 RESIDENCY Residential Status 1 72 B,C,D 78
2.13 (removed) (padded blanks) 2 73-74

2.14 CATEGORY Funding Category 2 75-76 | B,C,D 79
2.15 CLASS Course Classification 4 77-80 | B,C,D 81
2.16 NZSCED NZSCED Field of Study 6 81-86 | B,C,D 82
2.17 FACTOR Course EFTS Factor 6 87-92 | B,C,D 83
2.18 EFTS MTH EFTS by Month 84 93-176 | B,C,D 84
2.19 NSN National Student Number 10 177-186 | B,C,D 57
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 — COURSE REGISTER FILE

3.1 INSTIT Provider Code 4 1-4 38
3.2 COURSE Course Code 20 5-24 67
3.3 CTITLE Course Title 75 25-99 87
3.4 QUAL Quialification Code 6 100-105 65
35 CLASS Course Classification 4 106-109 81
3.6 NZSCED NZSCED Field of Study 6 110-115 82
3.7 REGISTERLEVEL | Level onthe NZ Register of Quality 1 116 88
Assured Qualifications
3.8 CREDIT Credit 3 117-119 89
3.9 CATEGORY Funding Category 2 120-121 79
3.10 FACTOR Course EFTS Factor 6 122-127 83
3.11 STAGE Stage of Pre-Service Teacher 2 128-129 90
Education Qualification
3.12 FE Course Tuition Fee 5 130-134 91
3.13 INTERNET Internet Based Learning Indicator 1 135 93
3.14 PBREF Eligible PBRF Eligible Course Indicator 1 136 94
3.15 FOREIGN_FEE* Tuition fee paid by Foreign fee-paying 5 137-141 59
student
3.16 CCCOSTS Fee Compulsory Course Costs Fee 5 142-146 95
3.17 EXEMPT Indicator | Course Exemption from FCCM 1 147 96
3.18 EMB _LIT NUM Embedded Literacy and Numeracy 1 148 103
Flag
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 .

Ministry of Education - Single Data Return Manual 2010 v 12.35

Page 34




FILE SPECIFICATIONS — QUALIFICATION COMPLETION FILE

4.1 INSTIT Provider Code 4 1-4 D 38
4.2 ID Student Identification Code 10 5-14 D 39
4.3 NSN National Student Number 10 15-24 D 57
4.4 UAL Quialification Code 6 25-30 D 65
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 Introduced in 2008
Errors: 568: YR_REQ_MET and YR_GRAD both populated
(Quialification 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 ‘YR_GRAD’ to move
to reporting ‘'YR_RQ_MET".

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: Itis 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

51 | INSTIT Provider Code 4 1-4 D 38
5.2 | Student 10 5-14 D 39
T Identification Code _
53 | COURSE Course Code 20 15-34 D 67
5.4 COMPLETE Student Course 1 35 D 100
Completion T
indicator
55 | CRS SRT Course Start Date 8 36-43 D 68
5.6 | NSN National  Student 10 44-53 D 57
Number
5.7 | CRS_END Course End Date 8 54-61 D 69
5.8 | PBRF_CRS COMP_ Y | PBRF Course 4 62-65 D 102
R Completion Year

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 Students’
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,t  hese non-formal courses are not to be
returned in the completion file.

Validation Logic introduced in 2007
Errors: 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:

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

Field Name the TEC's databases, and in the SDR Validation Program.
. A reference to the file and field position - corresponds to the field numbers
Field Number . . . . : e
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.

An explanation of why this particular data item is collected and how it relates

Reason for Field .
to other data items.

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".

Field Specifications

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 Iog|cl 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 _freq_uency of data, and suggestions for collecting

the data for enrolment/application forms.

Information on when the field was introduced into the statistical collection,

Field Histor . e
y 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 urédyuidentify each TEO.

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

The code is used by the Ministry to identify théadabtained from TEOs. The codes will &
be used by other education agencies, such as TEGAQA.

This field is used by the TEC to produce perfornegsinformation for investing, funding, and
monitoring purposes.

File Student Course Course lifjetion Course
Enrolment Regist€@ompletion  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: 14 1-4 1-4 1-4 14

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

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

Applies To: Type B, C and D students
Error 100: Provider code is not on provider list

Source: This data item should be supplied by yaudent management system at the time
that the Ministry's/TEC’s data files are creatdds likely that the value, i.e. the Ministry
code for your institution, is a parameter that weisup in your student managent system ¢
the time it was installed.

Field History

The field has existed since data collection wamdiced

2000 — Renamed to Provider Code and classificatdarged to include all TEOs
2000 — Validation test introduced

2004 — 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 witke@ch TEO.

The student ID must remain constant for the stutt@oughout their enrolment history at
your institution.

Reason for Field This field provides the link between the variousadiles and enables the Ministry to link
records from one file with records from anotheg firhe field also allows TEOs to respont
inquiries from the Ministry about inconsistencieishin the data. The use of a constant
student ID number within a TEO will allow the Milrg 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 imostudent file
002: Student ID is not unique in student file
577: Student ID is in student file but missingcourse enrolment file
or qualification comjdm file
005: Student ID is blank

Data Collection Source: This data item should be created by yaudtestt management system at the
time that a student is first enrolled, and shot#gy svith the student during any
subsequent enrolments; i.e. each student shouk drae;, and only one, ID in
your system.

Field History - The field has existed since data collection wa®hiced
2000 — Validation test introduced
2003 - Validation 003 amended from warning to error
2004 - Validation messages 001, 002, 003, 005 aeaend
2008 - Validation 577 introduced (amendment of 003)
2008 — 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

Field Specifications

Classification

Validation Logic

Data Collection

As a key standard demographic field this fieldssdifor policy and statistical purposes to
analyse various aspects of tertiary education loglge E.g. participation of students in
various fields of study by gender.

This field is used by the TEC to produce perfornesinformation for investing, funding, and
monitoring purposes.

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

Code Meaning

F Female
M Male

Note: The GENDER must match the equivalent Gendeon the NSN reported.

Applies To: Type B, C, and D students
Error 101: GENDERis notF or M

Source: Student application/enrolment form.
Frequency: Once, at first enrolment at your inittu

Field History

The field has existed since data collection wa®thiced

2004 — Validation message 101 amended

2004 — Classification: further clarification of liematching with Gender on NSN
2008 — Field removed from Qualification Completitda
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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

Field Specifications

Classification

Validation Logic

Data Collection

Along with gender, age is a core standard demoggajatniable used for both policy and
statistical purposes. Statistics on the age bmakaf tertiary students are used widely
for planning, policy and research purposes.

This field is used by the TEC to produce perfornesinformation for investing, funding,
and monitoring purposes.

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)

For all students the format must be an eight digjite using zeros to stuff single digit ¢
and month values. Year value must be four digit:

DDMMYYYY - i.e. day/month/year
01121961 = 1 December 1961
Note: The Date of Birth must match the equivalent @te of Birth on the NSN reported.

Applies To: Type B, C and D students

Errors  102: DOB is not valid (note blank and 999999 rartvalid)
408: Age is less than 10 or greater than 100

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

Source: Student application/enrolment form. Nofgpe C and D students are
required to provide a date of birth at enrolment] type D students must
have a verified date of birth. Where the dateidhbor a Type B student
has not been identified, the official Ministry psoaf 11/11/1918 may be
used. Refer to thiational Student Index information pagethe beginnin
of the manual for further information.

Frequency: Once, at first enrolment at your insttu

Field History

The field has existed since data collection wa®ihiced

1998 — Age band codes for older students ceasee talid

1999 — Validation logic tightened

2000 — Four digit year introduced

2004 — Reporting requirements amended to inclugee By students

2004 — Validation logic amended to include Type E&tudents

2004 — Validation 131 removed

2004 - Classification and Data Collection fieldstHier clarification provided
2006 — Validations 104 and 127 redundant and redlagth 408 and 409
2008 — Field removed from Qualification Completide
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Field Name NAMEID Field Number 1.6
Field Title Name ID Code
Description This field consists of the first four charactersaaftudent’s surname plus initial of first legal

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

name.

This field is used in the Results of Study exchaofggata with Study Link which assists
Study Link in determining eligibility of Students Student Allowances.

This field is also used to develop longitudinallked datasets containing historical data
where no nsn is available, such as the integratetbst loan dataset used for Student Loan
Scheme valuation and research purposes.

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

The value is generated by your institution fromshedent’s name. The NAMEID is
generated from the first four characters of theanore and the first initial of forename 1.
Characters must be capitalised. If the surnartesgsthan 4 characters then blanks must be
inserted before forename initial. The initial mbstlocated in fifth position.

e.g. LEEA 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 inclhése:
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.

Applies To: Type B, C and D students
Error 114: NAMEID is blank

Source: This data item should be created by yaudesit management system at the time
that the Ministry's/TEC’s data files are compiled aternatively, created and sto
in your system when the student first enrols aea tsupplied for the Ministry's
files. If you use the second option, you will néeensure that the value changes if
the student's name changes.

Field History

1997 — The field was introduced

2000 — Field amended to include initial of firstma

2000 — Validation logic introduced

2004 — Reporting requirements amended to inclugeB/& C students

2004 - Validation logic amended to include Type E&tudents

2004 — Reason for field amended

2004 — Classification: further clarification onlflenatching with NAMEID from NSN
2007 — Preceding field amended
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Field Name

PRIOR_A Field Number 1.7

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Main Activity at 1 October in Year Prior to Currdfdrmal Enrolment

The field describes the main activity or occupafimnthe student on 1 October of the year
prior to enrolling as a Type D student at youritagibn. Prior_A is not required to be
changed upon re-enrolment if the duration betwberend of the previous enrolment and the
re-enrolment is 12 months or less. If a studetirns to the same TEO after not being
enrolled for a period of more than 12 months, PRI@Rhould be updated to reflect the
student’s most recent main activity at 1 Octobethefyear before.

If the student enrolled for the first time betwee®ctober and 31 December of the current
year then report the main activity at 1 Octobethefcurrent year.

The field is used to monitor movement of studertsveen education and employment
sectors, and to monitor the flow of secondary steaments going directly on to tertiary
education. The field is used by the Ministry in gorction with the FIRST_YR field.

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

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 W nanga student

The classification of ‘99 — other’ has been remoaad may only be used historically.

Applies To: Type D students

Error 108: FIRST_YR s current year and PRIOR_A is rbt@, 03, 04, 08, 09
150: PRIOR_A s not valid

Source: Student application/enrolment form.

Frequency: Once, at first enrolment at your insbtuand again upon any subsequent
enrolments at your TEO if the period of time sitice student was last enrolled spans more
than 12 months.

For example: if a student enrols at your TEO thar wdter leaving secondary school, the
PRIOR_A field will be 01. If the student leaves ya@lEO and joins the workforce and later
returns, PRIOR_A should be changed to 03 if théodesince the student left has been more
than 12 months.

Field History

The field has existed since data collection wamdiced
1998 — Validation logic amended to include warning
1998 — The code 10 (TOPs student) removed

Ministry of Education - Single Data Return Manual 2010 v 12.35 Page 43



2000 - Validation logic amended to exclude code 99

2001 - Classification amended for code 02 to inelndn-employment - e.g. voluntary
work, prisoners

2004 — Validation messages 108 and 150 amended

2004 — Classification 99 removed and can only leel tsstorically

2006 — Field altered so that PRIOR_A can be changed a new enrolment, if/when
appropriate
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Field Name

FIRST YR Field Number 1.8

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

First Year of Formal Tertiary Education

The field should contain a year value showing tharyn which a student first enrolled in ¢
"recognised" qualification at a TEO in New Zealamdverseas, or in the Foundation Year at
the University of the South Pacific, or at a regjistl Private Training Establishment.

Enrolment in STAR, community, or other non-formdlieation does not count for first year
purposes.

The field is used to monitor movement of studemtsvieen secondary and post-secondary
education. The field is used by the Ministry in gorction with the PRIOR_A field.

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

Code Meaning
yyyy A four digit year value, e.g. “1999”

Applies To: Type D students

Errors 576: FIRST_YR is blank or 9999 if CITIZEN is NZBUS or RESIDENCY
isY
117: FIRST_YR is greater than the current year
135: FIRST_YR of enrolment is less than yearighb
397: FIRST_YR puts student at age less than 10 or grdaa 100 (calculated
from DOB)

Warning 106: FIRST_YRis less than 1930
398: FIRST_YR must be equal to Y_SCHOOL or Y_SCHOOL dushen
PRIOR_A equals 01
399: FIRST_YR puts student at age less than Yseater than 70 (calculated
from DOB)
572: FIRST_YR is Blank or 9999

Source: Student application/enrolment form.

Frequency: Once, at first enrolment in a formallifjaation at your institution. Once you
have collected the data item for a student, it khoemain unchanged in your
student maagement system for the duration of that studenttsent and futur
enrolments at your institution.

Field History

The field has existed since data collection wamdiced

1993 — Codes Y, N, were amended in 1993 to callexyear of first enrolment
1998 — Removal of code 9999 (“Not Stated”)

1998 — Validation amended: blanks and code 999%rmackerror

1999 — Validation amended: first year earlier thath date made an error
2000 - Validation 107 amended to apply to domesitidents only

2003 — Validation 117 introduced and removed fratidation 106

2004 - Validations 107, 117 and 106 messages ardende
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2006 — Validations 397, 398 and 399 introduced
2008 - Validation 576 introduced (amendment of)107
2008 — Validation 107 removed

2008 — 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 haess=d disability services.

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

This field assists in monitoring eess and participation in tertiary programmes yppewitt
disabilities. In particular this field will ideifiy students with possible ‘undeclared’
disabilities, with a view to eventually having théeel safe enough to declare their disabil
Information collected through this question will alssissinstitutions in meeting the need:
these students.

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

Code Meaning

1 Disability services accessed
2 Disability services not accessed

Applies To: Type D students
Error 358: DIS ACCESSisnotlor?2

Source: Student Management System (with appropsetarity in place to prevent
unauthorised staff accessing this information).
Frequency: Annually. Itis expected that it wobklentered late in the Academic year.

Field History

2004 — 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 attehily the student.
Reason for Field This code is used to monitor access to tertiargation by using the school number as a link

to the school profile. The link to the school plefivill allow the monitoring of access to
tertiary education from state versus private schamtd schools from different localities and
from different deciles. It is recognid¢hat this field does not allow the successful iasimg
of access to tertiary education for rural versimuarstudents.

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 eitianot 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_YRis current year and PRIOR_A is 01 Sn&CHOOL 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 “not known”)

Data Collection Source: Student application/enrolment form.
Frequency: Once, at first enrolment at your insttu Once you have collected the data
item for a student, it should remain unchangedoiarystudent management system for the
duration of that student’s current and future emimits at your institution.

Field History - The field has existed since data collection wa®sdiced
2000 - Validation 112 amended from warning to error
2001 - Validation logic introduced
2004 — Validation messages 112, 115, 118, 119 @8chthended
2008 — Field removed from Qualification file
2008 — Validation 208 removed

Ministry of Education - Single Data Return Manual 2010 v 12.35 Page 48



Field Name Y SCHOOL Field Number 1.11

Field Title Last Year at Secondary School
Description The year in which the student finished their seempdchool education.
Reason for Field This code is used to monitor the transition of etid from secondary school to the tertiary

sector. Also used in conjunction with prior adivand 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. “1999”
(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 arajer than current year
116: FIRST_YR is current year and PRIOR_A is 0d ¥nSCHOOL is blank

Warning 120: FIRST_YR is current year and Y_SCHOOL imkla
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 inittu Once you have collected the data
item for a student, it should remain unchangedoiarystudent management
system for the duration of that student’s curremt future enrolments at your
institution.

Field History - The field has existed since data collection wa®thiced
2001 - Validation logic introduced
2004 - Validation 113, 116 and 120 messages amended
2006 — Validation 113 changed to an error
2007 — Validation 539 introduced
2008 — Field removed from Qualification Completide
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Field Name

SEC QUAL Field Number 1.12

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Notes

Highest Secondary School Qualification

This field contains a code to show the highestisgany school qualification attained by the
student.

The field is used to identify the highest Secondaekiool Qualification of students enrolling
in a Tertiary Qualification.

A broad open-access tertiary system nsgiat more New Zealanders have the opportun
access tertiary, including those who may not haentsuccessful at school. The level of
academic achievement prior to tertiary howeversdweve a strong influence on academic
achievement at tertiary. This field allows resedar example, on outcomes of all types of
tertiary student by school achievement, and camwalhternational comparisons with
countries with more restricted academic entry.

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

Code Meaning

00 No formal secondary school qualification

11 14 or more credits at any level

12 NCEA Level Jor School Certificate

13 NCEA Level Dr 6" Form Certificate

14 University Entrance

15 NCEA Level 3or Bursaryor Scholarship

09 Overseas qualification (includes Internati@eccalaureate & Cambridge Exams)
98 Other

99 Not known

Applies To: Type D students

Error 133: SEC_QUAL is not on classification list
136: FIRST_YR s current year and PRIOR_A is Ad aalue is 99
546: SEC_QUAL is not valid for return year

Warning 134: SEC_QUAL =99

Source: Student application/enrolment form.

Frequency: Once, at first enrolment at your insttu
There are a number of ways that a student cama@EA Level 2 or 3. For detailed
information on allowable credits:

http://www.nzqga.govt.nz/ncea/
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Field History - The field has existed since data collection wamthiced
1999 — Validation amended
2000 - Year of highest secondary qualification gexband classification amended

2000 — A & B Bursary categories amalgamated - cigleemoved for first year students
2000

2001 - Validation logic introduced

2003 — Code 01 amended to include NCEA level 1

2004 — Validation messages 133, 134 and 136 amended

2004 — Reason for Field description amended

2004 — Classification codes 02 and 07 amendedlect&CEA levels 2 and 3
2004 — Classification code 08 amended to removivéusity’

2005 — Classification codes 00 through to 08 aredrid reflect NCEA levels 1 to 4

2005 — Classification codes 09 amended to reflidditianal overseas qualifications taught
within New Zealand

2007 — New codes introduced

2007 — Validation 133 amended

2007 — Validation 546 introduced

2008 - Field removed from Qualification Completfda
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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 céizship of a student.

Reason for Field The field is to identify NZ and Australian Citizeaad the students’ country of origin for
Permanent Residents and overseas students.
This field is used to monitor and analyse the ma®f 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)

All students are to have the three-letter countgeccorresponding to their citizenship as
shown by their passport in Citizen Field.

Country of citizenship codes are listed in Apperglix

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

AUS Australian Citizen
999 Unknown

This field only collects Country of Citizenship. A&ther or not a student is classified as a
New Zealand Permanent Resident is now collectedsieparate field — RESIDENCY (field
2.12 in the course enrolment file).

Classification

For Type B, C and D student where Citizenship rkhown’, the equivalent of ‘999’ 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 suppljegour student management system at
the time that the Ministry's data files are created

Field History . 1997 — The field was introduced
. 2000 — Country codes amended & "Not Known" code XXxXemoved
2004 — Terminology of Domestic and Internationabsints expanded
2004 — Reporting requirements amended to applype3d B, C & D students
2004 - Validation amended to apply to Types B, O &tudents
2004 — New Classification Code (999) for reporfinge B & C students with
‘unknown’ introduced
2007 — Preceding field amended
2007 — Some new and amended codes introduced
2007 — Validation 545 introduced
2008 — Field Description changed, residency comporeamoved from field
2008 — Classification amended to reflect removaksfdency status
2008 — Field removed from Qualification Completiéite
2008 — Classification Code 999 extended for repgriiype D Student
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Field Name DISABILITY Field Number 1.15
Field Title Disability Indicator
Description A code to indicate whether or not a student haisabdity.

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

This field assists in monitoring access and pauditton in tertiary qualifications by people
with disabilities. This is an obligation under tBducation Act 1989, and its amendments.
Information collected through this questioflwlso assist institutions in meeting the neet
these students.

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

Code Meaning

1 No disability identified

2 Disability identified

9 Not stated (question asked of student, but nwanwas provided)

Applies To: Type D students
Error 129: DISABILITY isnot1,2o0r9

Source: Student/application enrolment form.

Frequency: Annually, because a student’s disalstiéyus can change. For students at first
enrolment, it is recommended that the questionskedat the time of formal
enrolment, and following acceptance into a quaifian.

Field History

1998 — The field was introduced
2004 — Validation 129 amended
2004 - Field removed from the Qualification Comigleffile
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Field Name

FINISH Field Number 1.16

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Expectation to Complete a Qualification this year
The field contains a yes/no value to show whetherstudent expects to complete the
academic requirements fany qualification in this academic year.

The field measures the expected output of studemtgherefore the effect on the labour
market. The field is also used for resource plagpuarposes.

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

Code Meaning

Y Yes, the student expects to complete a qualificati the current academic year, o
the next academic year if their current enrolmgains the end of an academic yeatr;

N No, the student does not expect to complepaadification this year, or in the next
academic year if their current enrolment spanstittof an academic year.

Note: By default the value will be "Y" for stuats who are enrolled full-time in
qualifications of less than or equal to one yearsiion.

Applies To: Type D students
Error 130: FINISH is notY or N or is blank

Source: Student re-enrolment form.
Frequency: At each re-enrolment in a qualificatioat takes more than one year.

Field History

The field has existed since data collection wa®thiced

2000 — The field was moved from course enrolméattfi student file and description
amended to refer to completion of any qualificafiothe current academic year
2000 — The field was amended to apply to coursésssfthan one years duration
2000 - Validation logic introduced

2004 — Validation 130 message amended

Ministry of Education - Single Data Return Manual 2010 v 12.35 Page 54



Field Name IWI Field Number 1.17

Field Title Iwi Affiliation

Description A code to indicate the iwi affiliation of a studefifta 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 pagt@p and outcomes of Maori in tertiary
education, by their iwi affiliation.For example, this field is used to provide pesifor iwi of
their Maori students.

Field Specifications File Student
Length: 12 (i.e. up to threeiditdcodes)
Type: Numeric
Justification: Left
Fill Character: Blank
Record Position: 59-70
Type of Students: CD
Preceding Field: FINISH
Following Field: IRDNOS
Classification A list of four digit codes for this field is fourid Appendix 4.

For Maori students who do not identify or cannatneaan 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 canbetfound on the classification list, please reectod
rohe or region of iwi not further defined. If regigs not identified, code to 6000.

Validation Logic Applies To: Type C and D students

Error 588: IWI is blank where ethnic group is identifiasl 211" and FIRST_YR is
current year
143: Wl is not valid
Applies To: Type B students (there is no requiremetrto 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 insttu

Field History - 2002 — The field is introduced
- 2003 — Validation logic introduced
2004 — Validation 137 and 143 messages amendedamepply to Type C & D
2004 — New Warning 359 for Type B students
2004 - Field Title and Description amended
2007 — Some amended codes
2008 — Field removed from Qualification Completfila
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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 nurfdreeach student who has received or

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

anticipates receiving a Student Loan with anydeyteducation organisation. Therefore, if a
student received a loan from another TEO beforellery at your institution, an IRD number is
required.

The field is used by the Inland Revenue Departrt@ittentify students who are currently
enrolled at a tertiary education organisation figr purposes of identifying entitlement to a
full interest write-off.

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
Code Description

XXXXXXXXX 9 digit IRD number

Note: Please ensure that 8 digit IRD numbers gt justified.

Not tested.

Source: The IRD number is only required to be mtediby students who have received or
anticipates receiving a student loan from the Stuidk.
TEOs will need to obtain student's IRD numbers ftbgir enrolment application forms.

Field History

1996 — The field was first introduced for purposémonitoring student allowances
1999 — The field was dropped as a result of chatgtse student allowance scheme
2001 — The field was re-introduced for the purpaxadentifying student loan
recipients who are currently studying full-timepart-time
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Field Name

NSN Field Number 1.19,

2.19,4.3,5.6

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Ministry of Education - Single Data Return Manual 2010 v 12.35

National Student Number

A number which uniquely identifies the student. &N must remain constant for the
student throughout their enrolment at your or atimeoinstitution.The NSN is part of the N
database system maintained by the Ministry.

This field provides the link between the variousadiles and enables the Ministry to link
records from one file with records from anothee fil

The NSN will allow the Ministry to do longitudinatudies and hence allow more accurate
forecasting of student numbers.

This field is used by the TEC to produce perforneainéormation for investing, funding, and
monitoring purposes.

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

The value is generated by the National StudentdiiN&I). Please refer to the National
Student Index Web Application User Guide (Apperit#y for details.

Note: The data that sits on an NSI record must Imite equivalent data in the associated
SDR Field.
For example: Date of Birth field in SDR = Date aftB on NSN
CITIZEN field in SDR = Equivalent Residential staton NSN (In some cases
this may not match)
NAMEID field in SDR = NAMEID from NSN (the NAMEIDOfrom the main
name or the alternative name field)
GENDER field in SDR = Gender on NSN

Type D studentsmust have an ‘Active’ NSN i.e. where both fields ¥erification (the
Name/DoB and Residential status) have been conap{eézified).

Type B and C studentsare not required to provide verification documénota There is no
requirement to complete either field for verification the NSN i.e. a ‘Partial’ NSN is all that
is required.

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 mas&s$N
154: Date of Birth reported does not match DatBigh 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 NS
382: NSN reported in Course Enrolment file is imoBtudent file
Warning 157: NSN record status is Inactive
159: Citizenship or resident ssateported does not match resident status on
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NSN

Applies To: Type D students
Error 156: NSN is Partial. An Active NSN is recpdrfor a Type D student
360: Proxy Date of birth cannotused for a Type D student

Applies To: Type B and C students
Warning 361: Proxy Date of birth has been used for a Bme C student

Field History - 2003 — The field was introduced
- 2003 — Validations 153, 154, 156, 157, 158, 15&dhiced
2003 — Validations 251 to 257 introduced
2004 — Validations 154, 159, 254 & 256 tightenedpply to B, C & D students
2004 — Validations 158, 253, 255 & 257 removed
2004 — Validation messages 151, 152, 153, 154, 1158, 254, 256 and 157 amended
2004 — New validations 360, 361, 382 & 383
2004 — Classification: further clarification on treporting and validation in the SDR
2005 — Code format altered to match changes insgodpmpletion File layout
2005 — Validation 383 removed from NSN page
2007 - Following field amended in Qualification Qoletion File
2008 — Validation 159 changed to a Warning
2008 — New field number and file position in Quaktion 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 @\NZealand excluding GST)

Description For the purposes of the Export Education Levy &edGode of Practice for the Pastoral Care
of International Students; ‘international studdsttiefined as any student that is not a
‘domestic student’. For a definition of ‘domestiadent’ see section 5.3.3.1 of the 2005
Tertiary Funding Guide available atvw.tec.govt.nz

The tuition fee charged to an international studdaoiuld always exceed the tuition fee
charged to a domestic student. The foreign tuiéenin addition to all the normal domestic
tuition costs must also include the costs of sathsis agents’ fees and marketing costs as
well as recovering the cost of the Export Educatiewy. Additional compulsory course co
are not included in the tuition fee. This mustéeorded in $ New Zealand (excluding GST).

Reason for Field This field is used to calculate the Export Edugatievy. The Tuition fee must be reported
on either the Student File or the Course Register fut 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 foNiNNNN
Validation Logic Applies to: All ‘on-shore’ foreign fee paying studets with student type B, C or D

determined by (ATTEND = 1 or 2) and (FUNDING = 02 o (FUNDING
=01 and ASSIST = 06))

Error 164: FOREIGN FEE is not numeric
362: Foreign fee-paying student has no FOREIGN FEdither the Student file
or the Course Register file (i.e. is zero)
363: FOREIGN FEE is blank on both Student and €@®Register files
368: FOREIGN FEE has been reported on both theéeBtiand Course
Register files
Warning 165: If source of funding is 02 and foreign feeg10

Data Collection Source: Enrolment. Fees Invoice.

Because the fee charged to a foreign studentdoalification does not
necessarily relate to the sum of the course oiifgpaion fees, the foreign fee
field can been put on either the student file erd¢burse register file, but not
both. It is acknowledged that the foreign fee vakmorted on the student file
may change between SDRs.

Field History - 2004 - Field was introduced
2005 — Field description updated
2006 — Validation amended to accommodate InternatiBhD policy change
2008 — Correction to Validation Logic description
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Field Name

MAX Exempt Fee Field Number 1.21

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Maxima Exempt Fees (Inclusive of GST)

The maxima exempt fees include student servicesdestudent association fees, health
fees, record of prior learning fees, student as$ioci building levies etc. It is the sum of
all non-maxima fees charged to the individual shide

The Maxima Exempt Fees are net of the Course TuliEe which is covered in field 3.12
and Compulsory Course Costs which are coverectid 8.16.

This field is used to monitor the implementatiorFee/Course Costs Maxima.

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

A numeric value representing whole dollars in foNiNNNN

The value reported during the student’s enrolmbaukl reflect the total maxima exempt
fees in each SDR reported.

For example: A course starts in February 06 angd an@ecember 06. At enrolment a
student is charged a fee of $25 for maxima exetapid. If this fee does not change then
maxima exempt fees will be consistently reporte@2& If a reimbursement is given of
$5, then the maxima exempt fees reported in thed 8DR (December 06) for the student
would be $20.

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

Source: The maxima exempt fees will be an attribfithe student's enrolment.

Field History

2004 — Field was introduced
2007 — Following field amended
2007 — Validation 379 wording amended

Ministry of Education - Single Data Return Manual 2010 v 12.35 Page 60



Field Name ETHNIC Field Number 1.22
Field Title Ethnicity
Description Up to three ethnic codes can be entered in this. fihe codes identify the ethnic group

Reason for Field

Field Specifications

Classification

or groups to which a student belongs.

Education allows everyone to reach their full ptisdrand to bring about a tolerant and
equitable society. All sectors of society includififferent ethnic groups must equally
partake of education. This field allows the Minysto monitor the participation in
education and educational outcome of major ethrocms in New Zealand.

This field is used by the TEC to produce perforngainformation for investing, funding,
and monitoring purposes.

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: CD

Preceding Field:
Following Field:

MAX Exempt Fee
PERM_POST_CODE

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
521 Latin American
531 African

611 Other

999 Not Stated
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Validation Logic

Data Collection

Applies To: Type C and D students
Error 105: ETHNICITY is not in classification list o blank

403: ETHNICITY contains a duplicate or triplicatede
547: ETHNICITY is not valid for return year

Applies To: Type B students
Warning 103: ETHNICITY is not in classification list os blank

548: ETHNICITY is not valid for return year

Source: Student application/enrolment form.
Frequency: Once, at first enrolment at your instity but amendable on request by

student.

Field History

The field has existed since data collection wamdiced

1995 - Different codes were used

1996 — Code 68 was introduced

1997 — “No response” was amended to code 99

2004 - Validation 105 amended to apply to Type O &tudents
2004 — Validation 103 amended to apply to Typeuishts only
2004 — Data Collection explanation amended to enBHinicity to change
2006 — Validation 403 introduced

2007 — New codes introduced

2007 — Change in field length

2007 — Change in field positions

2007 — Removal of priority

2007 — Validations 547 and 548 introduced

2008 — Field removed from Qualification Completiéite
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Field Name

PERM_POST CODE Field Number 1.23

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Permanent Post Code

The students’ main location during the 12 monthsrpo first enrolling at the TEO. This
information would only be updated where the TEOatshad an enrolment at any stage in
the last 2 academic years or longer.

The purpose of this information is to identify waestudents were predominately residing
prior to their first enrolment with the TEO. Thigormation will inform the tertiary network
of provision by providing enhanced information ohere students were residing prior to
enrolment.

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

NZ Post Codes

9999 Overseas

8888 Not yet known (Default)

List of Post Codes is available (Appendix 15)

Applies To:  Type B, C, D students

(note there is no requirement to report for Typand 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
Warning 557 PERM_POST_CODE is 8888 for more than two ozutsee Returns
Note: Only post codes implemented from 1 July 2@@8accepted.

Source: Student application/enrolment form.

Frequency: It is expected that this data item moli change, except in the circumstances
explained in the ‘Description’ above, for a studéuting the year while
enrolled in a qualification. The post code showdsbpplied by your student
management system at the time that the Ministigta files are created.

Field History

2008 — This field was introduced

2009 - Validation 557 changed to an error

2009 - Validations 556 and 558 amended to inclugegeB and C students
2009 - Validation 557 reverted to warning
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Field Name

TERM_POST CODE Field Number 1.24

Field Title
Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Term Post Code

The student’s current residential location whilegiging the learning. The information
would be updated when the details change.

The purpose of this information is to identify wldearners are residing when receiving the
learning. This information will be used to buildrere accurate picture of learner location
during study. This information will be more detailand accurate than current ‘delivery site’
information and be used by the TEC to produce perdmce information for investing,
funding, and monitoring purposes.

The Term Post Code may or may not be the samesd@atmanent Post Code.

For Example:

If a students home post code is Island Bay (Weltinand is studying in Otago (Dunedin)
PERM_POST_CODE = 6023, TERM_POST_CODE = 9016

If a students home post code is Kelburn and isyatgdn Kelburn (Wellington):
PERM_POST_CODE = 6012, TERM_POST_CODE = 6012

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

NZ Post Codes

9999 Overseas

8888 Not yet known (Default)

List of Post Codes is available (Appendix 15)
Applies To:  Type B, C & D students

(note there is no requirement to report for Typanl 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
Warning 560: TERM_POST_CODE is 8888 for more than two ecntive Returns)

Note: Only post codes implemented from 1 July 2@@8accepted.

Source: Student application/enrolment form.

Frequency: The information would be updated whendttails change. This data item may
change for a student during the year while enrdhea qualification. The post
code should be supplied by your student managesystgm at the time that
the Ministry's data files are created.

Field History

2008 — This field was introduced

2009 - Validation 560 changed to an error

2009 —Validations 559 and 561 amended to includeeT® and C students
2009 - Validation 560 reverted to warning
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Field Name

QUAL Field Number 2.3, 3.4, 4.4

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Quialification Code

The field identifies the Qualification code relatito a quality assured qualification. The fi

is used to indicate the qualification the studerdurrently enrolled in; a qualification that has
been completed by a student or a qualificationfioich a course has been approved for
Student Achievement Component funding or qualigueasnce.

This field is used by the TEC to produce perfornesinformation for investing, funding, and
monitoring purposes.

This information is used to link with the Qualifteans Register to enable statistical analysis
of student enrolments and satisfy international maibnal reporting requirements. It is also
used for policy and resource planning purposes wimicludes monitoring the number of
students completing qualifications and checking tha qualification is approved for Student
Achievement Component funding, student allowancekl@ans.

This field is used by the TEC to produce perfornesinformation for investing, funding, and
monitoring purposes.

File Course Course Quialification
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

The value should be a six alpha-numeric code dh@@ualifications Register which
uniquely identifies a recognised formal qualificamti

(Note requirements for pre-service teacher educati@lifications in Qualifications Register
section).
Model: Aannnn Example: NC5121

Non-Formal Education (TEls only)

For community, continuing, and general educatioalifjoations that are less than or equal to
40 hours of teaching use the Qualification coded%=0

For community, continuing, and general educatioalifjoations that are greater than 40
hours of teaching use the Qualification code harlthis model:

Model: GFFSSX Example: G48017

(where G = community; FF = field of study; SS = digid; X = digit 0-9)

Note: Non-Formal Education is not required to be reorted in the Qualification
Completion file.

Qualification Completion File

Note: It is now becoming common for students takimr a long qualification but be award
qualifications along the way. For example, a stiaeay be enrolled in a 3 year Diploma
qualification and be awarded a certificate afterghccessful completion of the first year.
Please ensure that the Qualification Completianriiflects the qualification gained for the
year in which it was awarded.

Applies to: Type B, C, and D students
Error 006: Qualification Code is missing in Course Ement file
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017: Qualification Code is missing in Course Regifile

010: Qualification Code is not listed on Qualifioas Register

014: Qualification Code in Course Enrolment is ayproved for funding and
source of funding is 01

202: Qualification Code in Qualification Completies duplicated for same
student

396: Qualification code canhetblank
Warning 012: Qualification Code in Course Register isaygproved for funding
Data Collection Source: This data item should be supplied by yaudent management system at the time

that the Ministry’s/TEC'’s data files are createtieTvalue for the enrolled,
approved or awarded qualification must be a vatidecon the Qualifications

Register .

Field History - 2000 — The field has been separated out from pusMRROG specification
2000 — Title amended to QUALIFICATION Code for Coletied Qualification
2004 - Fields PROG and APP_QUAL have combined amdiaw all covered under
QUAL specification
2004 — Validations 006, 010, 012, 014, 017 and&@2nded
2005 — Validation 396 introduced
2008 — New field no. and file position in Qualifitm 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 studergsearolled. The code must be able to uniquely
identify a specific course in which a student isolad regardless of the period, location and
year in which it is taught. The course code shbeldonsistently reported to the Ministry for
each course offered by the TEO.

Reason for Field Allows the Ministry to link the student enrolmeitefwith the course register. This enables the
Ministry to establish whether the course is cotyadtssified for funding and statistical
purposes. This field is a key identifier in anwalysis at the course level.

This field is used by the TEC to produce perfornesinformation 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 shauitiain no reference to dates or years in w
the course is taught.
e.g. “"ECON112”

Note: Every unigue course in the course enrolriEnsiiould 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 avitie same start date
036: COURSE is blank
037: COURSE is not on course register file
305: Open course change requests already exigtifoprovider
306: Course change requests were created
335: Enrolments against invalid deleted cours@©B@ 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 dfident’s course enrolment and will exist
on the course register.

Field History - 1999 — The field was introduced as part of the mated RS21/22 return
- 2000 — Field moved to course register file
2000 - Validation 13 introduced
2004 — SPF Validations 500 and 501 introduced
2004 - Existing validations 305, 306 & 335 includedpage
2005 — SPF validations removed
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Field Name

CRS_SRT Field Number 2.5, 5.5

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Course Start Date

This field is to contain the start date of the stutts course(s) in the current or previous
academic year.This date is the officially notifieelginning date of instruction and/or
structured supervision associated with each stigleotirse(s) at a recognised tertiary
education organisation.

The field is used with the CRS_END field to asderthe length of student course
enrolments, and also to monitor student intakeepagtthroughout the year.

This field is used by the TEC to produce perforngsinformation for investing, funding, and
monitoring purposes.

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

An eight -digit value using zeros to stuff singlgitiday and month values:
DDMMYYYY — i.e. day/month/year
01022000 = 1 February 2000

Applies To: Type B, C and D students

Error 144: The course start date is prior to date of@p for funding in
Qualification
364: CRS_SRT may not be blank

Warning 109: The year value is not equal to the return pedhne previous year

Source: This data item should be supplied by ytudent management system at the time
that the Ministry’s/TEC'’s data files are createtiesystem should maintain start
and finish dates for all student course enrolments.

Field History

2000 — The Field was introduced
2004 - Field introduced in Course Completion File
2004 — 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 dfea student's course. This will normally be theaidfiy
notified end date of instruction and/or examinat@ssociated with a course. If a course spans
the end of the normal academic year the last daltbevior the following year.

Reason for Field The field is used with the CRS_START field to asa@rthe length of student course
enrolments, and also to monitor student exit pastéroughout the year.

This field is used by the TEC to produce perfornegsinformation 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 singlgitiday and month values:

DDMMYYYY — 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 stat da
395: Course end date cannot be blank for botblment and completion returns
541: Completion record end date does not matatireent record end date

Warning 110: The year value is not equal to the returm geghe next year

Data Collection Source: This data item should be supplied by youdent management system at the time
that the Ministry’s/TEC'’s data files are createtieTsystem should maintain start
and finish dates for all student course enrolments.

Field History - 2000 — The Field was introduced
- 2000 — Validation 110 amended from error to warning
2004 — Validation 138 amended
2005 - Field introduced to Course Completion File
2005 — Validation 395 introduced
2006 — Validation 138 amended
2007 — Validation 541 introduced
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Field Name

CRS WTD Field Number 2.7

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Student's Course Withdrawal Date

This field will contain the official date of withdwal of a student from a course, otherwise
left blank Note: this field only applies to students who hawvihdrawn from a cours after
the cut-off date for a refund, and who have not cphated the course requirements (see
error 366 in the COMPLETE field for further informaion).

This field assists in the analysis of attritionstiidents, by providing an important distinction
between those students who stay until the endeo€dirse and are not successful, with those
that withdraw before the end of the course.

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

An eight-digit value using zeros to stuff singlgitiday and month values:

DDMMYYYY — i.e. day/month/year

01122000 = 1 December 2000
Note: the definition of withdrawal is the documeahtiecision of an enrolled learner to
formally withdraw from a course. This may be inatid by the learner or the TEO. Refer to
TEC's Tertiary Funding Guiddor further information on withdrawals.

Applies To: Type B, C and D students
Error 139: The course withdrawal date is not betweercthese start date and
course end date

Warning 401: The course withdrawal date is less thagqoial to thirty days after the
course start date

Source: This data item should be supplied by ytudent management system at the time
that the Ministry’s/TEC'’s data files are createtieTsystem should maintain the
withdrawal dates for all student course enrolments.

Field History

2000 — The field was introduced
2006 — Validation 401 introduced
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Field Name

ASSIST Field Number 2.8

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Category of Fees Assessment for International Stisder each enrolment

This field contains a two character code to idgrttie category of fees assessment for
international students. International studentslawse not classified as NZL or AUS in the
CITIZEN field (Student File), or Y in the RESIDENCH¢ld, except if RESIDENCY is Y or
CITIZEN is AUS and ATTEND is extramural and resitlemerseas.

This field provides more information on the typeldanding of international students.

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

Code Meaning

01 NZAID (Formerly MFAT) scholarship, including Agaroa and short-term
training and post-graduate
03 Full fee paying foreign student (excluding Fgreiresearch-based post-
gradual
04 Exchange scheme approved by Ministry
06 Foreign Research based post-graduate and ititeraladoctoral
students (prior to 19th April 2005)
08 Military personnel, diplomatic staff or familgy
persons associated with Operation Deep Freeze
09 International On-Shore PhD student (dedahfter 19 April 2005)
12 International ITO Off-Job Trainee

The ASSIST field will contain:

00 (zero zero) for NZL, New Zealand Permanent RegidResidency = Y’), and AUS
students, but only if New Zealand Permanent Ressceemd AUS students are resident in |
Zealand

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 is09 and ATTENDis3 or4

581: (CITIZEN is not NZL, AUS, or RESIDENCY is n¥) and ASSIST is not
01, 03, 04, 06, 08, 09, 12
582: (RESIDENCY is Y or CITIZENAUS) and (ATTEND is 3 or 4) and
ASSIST is not 03

590: ASSIST is not a validssdication code

Warning 126: ASSIST is 00 and FUNDING is 02
583: ASSIST is not 00, RESIDENCY is Y or CITIZENAUS and ATTEND is
lor2
584: ASSIST is 09 and FUNDING «f 61
585: ASSIST is 00 and RESIDENCY is not Y, of@ZEN is not NZL or AUS

Source: Student application/enrolment form.
Frequency: This data item may change for an intemal student during the year
depending on whether a student obtains permansideree while enrolled in a qualificatic
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The current status of fees assistance should h@isdfy your student management system
at the time that the data files are created.

Field History - The field has existed since data collection wasdiced

1997 — Classifications were amended in 1997

1998 — Code 06 has been clarified by changing i&AID post-graduate scholarship

2000 — Wholly Research students amended to Resbasgd Post-graduate Students

2000 - Validation logic amended to include warning

2003 — Validation 128 amended, validation 160 idtrced

2004 — Validation 161 introduced, validation 128ezaled to include Funding of 21

2004 —Description and Classification: terminolodyrmernational students expanded

2004 — Code 03 amended to include ITO

2006 — New code 09 for on-shore international Phidents

2006 — Validation 122 removed and replaced with 406

2006 — Validation 161 removed and replaced with 407

2006 — Validations 400, 404, 405, 406, 407 andidt06duced

2008 — Field moved to enrolment file

2008 — Field removed from student and Qualificattmmpletion Files

2008 — Introduced validations 578, 579, 580, 58de@dment of 124, 128, 160, 404
to be enrolment specific)

2008 — Validations 124, 128, 160, 404 removed

2008 — Introduced validations 583, 581, 582, 58bef@mdment of 400, 406, 407, 410
to validate against RESIDENCY instead of CIEN for New Zealand Permant
resident students)

2008 — Validations 400, 406, 407, 410 removed

2008 — Clarification of codes 06 and 09

2008 — New Classification 12 International ITO Offb Trainee

2008 — Additional change to introduced validati@i famendment of validation 406
to include Classification 12)

2008 — New validation 562 introduced

2008 — Code 03 amended, Foreign ITO removed frassdication

2009 — Validation 590 introduced
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Field Name

ATTEND Field Number 2.9

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Intramural/Extramural Attendance

The field is used to record a code which specifibsther a student is enrolled in a course
that requires students to attend scheduled teaskisgjons.

The field is used to determine the number of extrainstudents, whether or not they reside
in New Zealand, and the type of courses they stlitlis information is used for policy
development purposes.

This field is used in analysis to determine aceggbparticipation in New Zealand for varic
population subgroups, such as older studentsudests with disability. Also for
understanding differences in student outcomesriiatg education.

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

Code Meaning

1 Intramural and residing in New Zealand — coversrses where students must be
physically present in scheduled teaching sessioieiv Zealand in order to meet
the course requirements. These courses may, hovieekrde periods of supervised
research and clinical or field experience which reke place outside the campus.

2  Extramural and residing in New Zealand — coverdatis who are resident in Ne
Zealand and unable to attend on-campus coursesvnA¢aland. These courses use
postal services and distance communication Teclggolbhese courses may,
however, include short periods of on-campus attecela

3  Extramural and residing overseas — covers studeimbsare resident overseas and
are unable to attend on-campus courses in New Zeala

4 Intramural and residing overseas — covers coursesenstudents must be
physically present in scheduled teaching sessibasT&O’s campus located in an
overseas country in order to meet the course regpgints. These courses may,
however, include periods of supervised researcichnidal or field experience
which may take place outside the campus.

Applies To: Type B, C and D students
Error 123: ATTEND is blank or contains a value othemtia2, 3 or 4

Source: This data item should be supplied by ytudent management system from
the enrolment record at the time that the MinistiyEC’s data files are
created. The value may be determined either obdk&s on the course, i.e. all
students enrolled in the course are intramuraktramural; alternatively the
value may have to be determined at the individualent enrolment, i.e. some
students in a course are intramural, whilst otheesextramural and may be
studying overseas.

Frequency: The value must be checked at each réaten as it is possible for a student's
attendance status to change.

Field History

The field has existed since data collection wasdiced
1991 — The codes were modified because of theidelef the Extramural Load field
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from the student file

2000 - Field amended to refer to courses anddectasidence status of extramural
students

2004 — Correction to type of students; include€B; D students (no change to
reporting)

2004 — New Field No. No change to File Position

2006 — Code 4 introduced. Other codes modifiedacenclearly define whether a
student is resident in New Zealand or overseassttilidying
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Field Name

CRS SITE Field Number 2.10

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Course Delivery Site

The field is used to record the delivery site anpas of the course or module of a
qualification in which a student is enrolled. Thadidery site refers to the location in which
the majority of the teaching, instruction or leaghbccurs for a particular course. The can
or site must be a recognised centre of learninthéyl EO that is geographically separate
from other sites or campuses.

The field is used by the Ministry for tertiary seicteporting by location of student. This
enables the Ministry to calculate student partigipaby geographic areas. Code 98 is use
identify courses that are in the main offered kstatice learning (some courses may involve
short periods of campus contact).

In conjunction with post code information, and Ithea of last secondary school information
this field can be used to analyse student molplitiferns, e.g. where students choose to study
by where they came from, or for regional plannarestimating where there students come
from.

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

The value is a two-digit numeric code that refera tourse delivery site or campus of each
TEO. A register of course delivery sites is avdéain the STEO website.

Code Meaning

01 Main campus or deliveitg ®f a TEO

02 - 96 Other campuses or delis#tigs

98 Courses delivered extreattyi or by distance learning
99 Community education cesrs

Applies To: Type B, C and D students

Error 140: CRS_SITE is blank
141: CRS_SITE is not in classification
402: CRS_SITEis98 and ATTEND is 1 or 4

Source: This data item should be supplied by ytudent management system at the
time that the Ministry's/TEC's data files are cezhtThe course site should be
registered with TEC through the secure STEO welpsite to the return date.

The CRS_SITE must have prior approval from QABd authorisation from
TEC before funding can be claimed at that site.

Field History

2001 — The field was introduced

2003 — Validation 141 amended to error

2004 — Validation 140 and 141 messages amended
2004 — Data Collection explanation amended

2004 — New Field No. No change to File Position
2006 — Two character code option removed

2006 — Validation 402 introduced
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Field Name

FUNDING Field Number 2.11

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Source of Funding

The field contains a code that identifies the sewfthe funding that supports the student's
enrolment in the course.

The field is used to differentiate between studé&mtsled through Student Achievement
Component funding, full fee paying students, andiehts who are funded through some
other scheme or through some other agency.

This field is used by the TEC to produce perfornegsinformation for investing, funding, and
monitoring purposes.

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

Code Meaning

01 Student Achievement Component funding (formerlywnas EFTS based tuition
subsidies) (incl. Domestic & Foreign Research-bd¥est-graduates and on-shore
international PhD students first enrolled aftef' 2gril 2005)

02 Full Fee Paying Foreign Students (excluding For&lgsearch-based Post-
graduates, including Australian citizens and NewlZed permanent residents
enrolled in extramural study who are not residantiéw Zealand)

03 Domestic Full Fee Paying Students

04 TEC — 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 sponsoreddgmt
21 ITO Off Job Training FOREIGN Student

22 Youth Guarantee Scheme

Applies To: Type B, C and D students
Error 125: FUNDING is not 01 to 16, 20, 21,22 or is Ikan

593: If FUNDING = 22, student must be 16 or 17rgeaf age and not be within
3 months of their 18th birthday at the time of #aliest course start date
the qual. being funded by Youth Guarantee

594: Reqgister Level of the qualification assodatgth the enrolment must be 1,
2 or 3 if FUNDING = 22.

595: RESIDENCY must be Y, or CITIZEN is NZL or AUSFUNDING = 22.
596: FUNDING = 22 is not valid for SDR prior 2010

Ministry of Education - Single Data Return Manual 2010 v 12.35 Page 76



Data Collection Source: The value must be determined from the stigdeourse enrolment or fee payment
record in your student management system. A codeldHbe stored in this record
to specify the student’s funding source.

Field History . 1997 — The field was introduced
: 1998 — Code 99 (Not Stated) ceased to be valid
1998 — Code 02 has been clarified to include MFA@ &odes 14 and 15 introduced
1998 — Domestic Wholly Research has been moved éae 04 to 01
2000 — Code 03 amended to Domestic Full-Fee P&findents
2000 — Code 07 amended to Youth Training (TEC Skit N2)
2000 — Code 13 amended to English for Migrants
2000 — Code 16 introduced for Youth Action Trainfigpgramme
2000 — Code 01 amended to EFTS based tuition sabsidincl. Research-based
2003 — Code 02 amended to exclude MFAT & code f@diiced for MFAT students
2004 — Code 02 clarified to include non-residertamural students who are not NZ
citizens
2004 — New Field No. No change to File Position
2004 — New Source of Funding 21 — ITO Off Job TirggrFOREIGN Student
2004 — Validation 125 amended to include Sourdeurfding 21
2006 — Code 01 amended to include on-shore infem@tPhD students (first enrolled
after 19" April 2005)
2010 — New Source of Funding, 22 — Youth Guarantee
2010 — New Validations 593, 594, and 595 for Ya@tharantee (Source of Funding 22)
2010 - Validation 125 amended to include SourcEwfding 22
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Field Name RESIDENCY Field Number 2.12
Field Title Residential Status

Description This field contains a one character code to ideiitithe student has New Zealand permanent
resident status for each enrolment.
Reason for Field This field is used to determine the New Zealandrieent 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 Kealand and Australian
Citizens)

N  Not a New Zealand Permanent Resident (Iredwadl 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 Student application/enrolment form.

Field History 2008 - 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 tmualy identify Student Achievement
Component funding categories.

The field is an alpha-numeric combination of furid@ategory and funding degree/research
status.

Reason for Field Category is used to assign EFTS to a particuldatgifunding rate.

This field is used by the TEC to produce perfornesinformation for investing, funding, and
monitoring purposes.

Field Specifications File Course Enrolment  Course Register
Length: 2 2
Type: Alpha-Numeric Alpha-Numeric
Justification: n/a /an
Fill Character: n/a n/a
Record Position: 75-76 120-121
Type of Students: B,C,.D an/
Preceding Field: Field 2.13 (Blank) CREDIT
Following Field: CLASS FAOR
Classification Details of the funding categories are publishethenTEC's website under 2009 Tertiary

Funding Information
(Also refer Appendix 7 for valid funding categories different course classifications).

The field consists of a two alpha-numeric valud ttemcatenates funding category (A-Z) and
degree/ research status. Model = An

Note: Course classification #5.3 (Short Awards)ategorised in the funding category that
the subject of the short award relates to, most@renately A, B, C, J, L or P.

Code Description
A Arts (#03), Social Sciences (#03); General (}#5.2
B Architecture (non-degree) (#02), Computer Sae@®©6), Fine Arts, Design (#12),
Music and Performing Arts (#16), Health Relatedf®ssions (#17), Medical
Imaging (#25), Occupational Therapy (#28), Physddby (#29), Clinical
Psychology (#34).

C Architecture (degree) (#02), Engineering, Tedbgw (#11), Health Sciences (#13)
Midwifery (3 year) (#27), Speech Language Thera{82], Medical Laboratory
Science (#33), Audiology (#35),

Dentistry (postgraduate only) (#07), Medicinec{ading intermediate/first year)

(#15), Veterinary Science (#23)

Specialist Large Animal Science (#39)

Teaching (#19.1, #19.2, #20)

Business, Accountancy (#04), Law (#14)
Agriculture and Horticulture (non-degree) (#00steopathy (#3.1),
Acupuncture (#3.1), Science, (#18), Nursing (#24)
Agriculture and Horticulture (degree) (#01), Optetry (#13.1) Dental Therapy
(#17.3)

Pharmacy (#31), Dietetics (#36)

Medical Radiation Therapy (#30)

Trades 2 (#22)
Veterinary Science, years 3-5 (#23.3)

Dentistry (undergraduate excluding intermediatears 2-5) (#07)
Foreign-Going Nautical (#38)
Medicine (Years 2-3) (#15)
Medicine (Years 4-6) (#37)

All non-Student Achievement Component funding

Note: The use of “Z" to denote other funding sosr@iee. FUNDING 02 to 15) me
be a concept not in use in some student managesysteims, therefore the
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Validation Logic

Data Collection

validation program translates whatever value islusethe system to a “Z".

Code Description

1 Non-Degree

2 Undergraduate Degree

3 Taught Post-graduate

4 Research-based Post-graduate

5 Foreign Research-based Post-graduate
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 and1833s 06
347: CATEGORY is not same as TEC course registethis course

Warning 047: CATEGORY is not same as course register diteHis course

Source: Depending on your student management syheenategory will either be an

attribute of a student’s individual course, or wid looked up from the offered
course record to which that enrolment is related.

Field History

1999 — The field was introduced with the autom&&21/22 return

2000 - Additional character introduced to refleeages to funding categories with the
addition of Non-Degree, Degree, Taught Post-gradaatl Research-based Post-
graduate funding add-ons. Funding categories &ndepost-graduate in Funding
category C removed

2000 - Funding category X (extramural) removed

2000 — Amended classification for category "Z"

2004 — Validation messages 025, 026, 027, 0462047347 amended

2004 — New Field No. Course Enrolment file. Norato File Position

2004 — New Funding Category J (Business, Accougtand Law removed from
Funding Category A)

2005 — New Funding Category K (ACE — Adult and Camity Education)

2006 — Funding Category changes

2006 — New Funding Categories L, M, P, T

2007 — Funding Category changes

2007 — New Funding Categories N, O, Q, R, S, T, U
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Field Name

CLASS Field Number 2.15, 3.5

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Course Classification

A four-character code assigned by the Ministrynimuely group courses into subject
classifications.

Classification is used to determine the basis (couseyhich EFTS are generated, an
provide a link between EFTS and funding category.

This field is used by the TEC to produce perforneainformation for investing, funding,
and monitoring purposes.

File Course Enrolment  Course Register
Length: 4 4

Type: Numeric Numeric
Justification: Left fte

Fill Character: n/a n/a

Record Position: 77-80 611M9

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

Preceding Field: CATEGORY QUAL
Following Field: NZSCED NZSCED

A complete list of codes is provided in AppendiEérther details of the course
classifications are available in TEC’s websht#{://www.tec.govt.ngunder 2007
Tertiary Funding Information.

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 registehfsrcourse

Warning 048: CLASS is not same as course register fileHfiercourse

Source: Depending on your student management sybteniassification will either
be an attribute of a student’s individual coursebnent, or will be looked u
from the offered course record to which that eneiiris related.

Field History

1999 — The field was introduced with the autom®&21/22 return

2000 — Course classifications 07.1, 07.2, 08, 09138.1, 13.2, 15.1, 15.2, 17.1,
17.2 23.1, 23.2, 30.2 have been removed or ameod@d00

2004 — Validations 021, 048 and 348 amended

2004 — New Field No. No change to File Position

2007 — Course classifications 5.1 and 26 removed

2007 — Fill character amended
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Field Name

NZSCED Field Number 2.16, 3.6

Field Title
Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

NZSCED Field of Study
The field is used to classify the field of studycolurses and qualifications.

Field of study is a key study-related variable ufsedoth statistical and policy
planning purposes. Along with level of study, thike primary variable for analysing
the type of skills and knowledge people are acngirilnformation from this field is
used for example in policy setting to address skiliortages.

This field is used by the TEC to produce perforneainformation for investing, funding,
and monitoring purposes.

File Course Enrolment  Course Register
Length: 6 6

Type: Numeric Numeric
Justification: n/a n/a

Fill Character: n/a an/

Record Position: 81-86 NI

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

Preceding Field: CLASS CLASS
Following Field: FACTOR REGISTERVEL

The NZSCED classification is provided in Appendix 8
(Referhttp://www.steo.govt.nfor details).

Note: A course may have only one NZSCED classiitdtased on "best-fit" criteria
(Refer to TEC'’s Tertiary Funding Guide).

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 redilédor this course

Warning 053: NZSCED is not same as on course registefdiléhis course

Source: This data item should be supplied by ytudent management systéram
the course register record at the time that thagitiyis/TEC's data files are
created. The course register should contain an NEX5@lue for each
course.

Field History

2000 — Field was introduced

2000 - Validation amended from error to warningyear 2000
2004 — Validations 022, 023, 053 and 353 amended

2004 — New Field No. No change to File Position
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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 valuefeethe qualification that the course is deemed
to represent. The value is expressed as a deanonadied to four decimal places. (Refer to
TEC's Tertiary Funding Guide

Reason for Field Equivalent full-time study is a key study-relateatiable for analysing and reporting trends in
study load. In conjunction with length of studES is used to determine full-time/part-time
study status of students, a standard statisticoist mountries.

This field is used by the TEC to produce perfornesinformation for investing, funding, and
monitoring purposes.

Field Specifications File Course Enrolment  Course Register
Length: 6 6
Type: Numeric Numeric
Justification: n/a an/
Fill Character: Zero n/a
Record Position: 87-92 1124
Type of Students: B,C.D an/
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 fi
056: Student has consumed more than 2.0000 EF&$eéar
357: FACTOR is not same as TEC course registethfercourse
Warning 049: FACTOR is 0 or greater than 1.0000
057: FACTOR is not same as course register fileéHis course
058: FACTOR is greater than course EFTS valuedorse
059: Student has consumed more than 1.6000 (&sithien 2.0000) EFTS in a
year

Data Collection Source: The course factor will be an attributenef vffered course to which the student’s
course enrolment is related.

Field History - 1999 — The field was introduced with the automd&&21/22 return
- 2000 — Validation logic amended - Error 45 and Vifagr49
2001 - Validation logic amended - Error 56
2004 - Validation messages 045, 056, 057, 357, @®and 059 amended
2004 — New Field No. No change to File Position
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Field Name

EFTS MTH Field Number 2.18

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

EFTS by Month

The field contains the portion of the course EFa&dr for each month of enrolment for all
students.

The field is used to determine the Student Achiex@nComponent funding entitiement for
each student enrolled in approved courses andfigatibns. The EFTS consumed is the
EFTS per month in the reporting period for studemslled in the reporting period. The
EFTS awaiting consumption is the EFTS per montHifture funding periods of currently
enrolled students. This information is used farding allocation, forecasting and financial
modelling purposes.

Equivalent full-time study is a key studgtated variable for analysing and reporting treimc
study load. In conjunction with length of studfES is used to determine full-time/pairte
study status of students, a standard statisticast wountries.

This field is used by the TEC to produce perfornesinformation for investing, funding, and
monitoring purposes.

File Course Enrolment

Length: 6 (x12 for each month Jan-Dec in retwary
Type: Numeric with 4 decimal places
Justification: Left - each month space separated

Fill Character: Zero

Record Position: 93-98, 100-105, 107-112, 114-1P9-126, 128-133,
135-140, 142-147, 149-154, 156-161, 163-168, 17/®-1

Type of Students: B,C,D

Preceding Field: FACTOR

Following Field: NSN

The value is calculated by evenly dividing the s@IEFTS factor by each month in which
student is enrolled. That is, the course EFTSfastdivided by the number of calendar
months a student is enrolled in a course, irresgeof which day in the month the course
starts or ends. The result is rounded down to éad@laces.

The formula is: Course EFTS value

Course Finish Mont@eurse Start Month (inclusive)

The calculation applies even if enrolment withdresaccur aftertie withdrawal period. Thi
is, include the EFTS of students who withdraw aftee month or 10 percent of the course
duration or as determined by the academic boaodancil (refer to TEC'§ertiary Funding

Guids.

Model:  n.nnnn e.g. @O1

The calculated monthly EFTS value should be repddeall the months in which the stud
is enrolled in the course, beginning in Januaryemding in December of the return year. If
no EFTS were calculated for a particular monthntthés should be reported as 0.0000. If a
course began in the previous year or ends in tlenrfimg year, then only the proportion of
the EFTS consumed in the current year should bertexgh

The total of EFTS for all months (including monthghe following year) for a course
enrolment must equal the course factor exactly. /heunding error occurs, the last month
must contain the remainder of the course factmfe( example 3)

Applies To:  Type B, C and D students

Error 016: EFTS_MTH is not numeric or greater than 0999
052: The sum of the monthly EFTS is greater thA@TFOR
060: EFTS_MTH are not equal for all except lasnthaof enrolment
061: EFTS_MTH is blank

Warning 062: EFTS_MTH spread is not consistent with presigears SDR
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Data Collection Source: This data item should be supplied by youdent management system from the

enrolment record at the time that the Ministry'sSCTE€data files are created.
Examples of how the values are calculated are dvedow.

Examples of Calculation of “EFTS months” :

1.

Consider an enrolment that starts on 13 April (nenth number 4) and ends on 17
August (i.e. month number 8f the same academic yeaiThis enrolment has an
associated course EFTS factor of 0.1670. The mpBRRI'S 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 Decemtau)d be:
0.0000 0.0000 0.0000 0.0334 0.0334 0.0334 0.033B4@.0.0000 0.0000 0.0000 0.0000

Consider an enrolment that starts on 13 April (henth number 4) and ends on 17
August (i.e. month number 8§ the following academic year This enrolment has an
associated course EFTS factor of 0.8670. The mpBRRI'S 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 overltealemic years for this enrolment.
If the SDR is being reported in tifiest academic year of the enrolment then the

associated monthly array (January to December)dvoel
0.0000 0.0000 0.0000 0.0510 0.0510 0.0510 0.051%10.0.0510 0.0510 0.0510 0.0510

If the SDR is being reported in tlkecondacademic year of the enrolment then the
associated monthly array (January to December)dvoer
0.0510 0.0510 0.0510 0.0510 0.0510 0.0510 0.051%10.0.0000 0.0000 0.0000 0.0000

Consider an enrolment that starts on 13 April (nenth number 4) and ends on 23
February (i.e. month number @j the following academic year This enrolment has an
associated course EFTS factor of 0.8670. The mpRRI'S 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 ovemltvaalemic years for this enrolment.
If the SDR is being reported in tifiest academic year of the enrolment then the

associated monthly array (January to December)dvoel
0.0000 0.0000 0.0000 0.0788 0.0788 0.0788 0.0748B38.0.0788 0.0788 0.0788 0.0788

If the SDR is being reported in tlkecondacademic year of the enrolment then the

associated monthly array (January to December)dvoel
0.0788 0.0790 0.0000 0.0000 0.0000 0.0000 0.00w@WO0.0.0000 0.0000 0.0000 0.0000

Note that the last month has been calculated torertee sum of the monthly factors
is equal to the course factor. That is, the lasttimés expressed as the course factor
less the sum of monthly EFTS for duration minus owath. In this case,

it is calculated thus: 0.8670 - (10*0.0788).0790

Consider an enrolment that starts in January 20@6ads in May 2008 which
represents a study period of 29 months and thi@@ent has an associated course
EFTS factor of 0.0250. The monthly EFTS for eacinthan which the course runs
would be calculated as such:

The associated monthly array now stretches oveetacademic years for this
enrolment. If the SDR is being reported in finst academic year of the enrolment then

the associated monthly array (January to Decembau)d be:
0.0008 0.0008 0.0000 0.0008 0.0008 0.0008 0.00wWE08.0.0008 0.0008 0.0008 0.0008
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If the SDR is being reported in tlkecondacademic year of the enrolment then the
associated monthly array (January to December)dvoel
0.0008 0.0008 0.0008 0.0008 0.0008 0.0008 0.00mEO8.0.0008 0.0008 0.0008 0.0008

Note that the last month has been calculated torertee sum of the monthly factors
is equal to the course factor. That is, the lasttimis expressed as the course factor
less the sum of monthly EFTS for duration minus ommath. In this case,

it is calculated thus: 0.0250 — (0.0009 ¥ 28.0026

If the SDR is being reported in tiieird academic year of the enrolment then the
associated monthly array (January to December)dvoer

0.0008 0.0008 0.0008 0.0008 0.0026 0.0000 0.00WWOO.0.0000 0.0000 0.0000 0.0000

Field History . 2000 - Field was introduced
- 2000 - Validation 51 removed
2004 — Validation 60 amended
2004 — Validation 50 removed
2004 — Validation 61 introduced
2004 — Validation 62 introduced
2004 — 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 publidhethe TEO.

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

The course title provides an indication of the eahbf the course and is used by the Ministi
ensure that like courses are classified in a likemer.

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

The title of the course as determined by the TEO.

It would be useful to the Ministry if the coursietireflected the specific academic or vocational
content of the course. If alternative titles efistcourses, use the title which has most common
currency. For example, if the course correspon@ntiZQA Unit Standard, the short Unit
Standard title may be used.

Warning 041: CTITLE is blank

Source: The course title will be an attribute @& dffered course to which the student’s
course enrolment is related.

Field History

1999 — The field was introduced as part of the mated RS21/22 return
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Field Name REGISTER LEVEL Field Number 3.7

Field Title Level on the NZ Register of Quality Assured Quadifions. Formerly known as
NQFLEVEL.

Description The field describes the level of credits on the R&fister of Quality Assured Qualifications

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

contained in a course or paper contributing to alications Register ed on the NZ Register
of Quality Assured Qualifications.

Level of study is a core study-related field neeftgdoth policy planning purposes and for
statistical reporting and research. Along wittdfief study, this is one of the primary
variables for analysing the level of skills and wihedge people are acquiring. Information
form this field is used for example, in the undansting of students progression and pathy
through study for different groups of students.

This field is used by the TEC to produce perforngsinformation for investing, funding, and
monitoring purposes.

File Course Register
Length: 1

Type: Numeric
Justification: n/a

Fill Character: n/a

Record Position: 116

Type of Students: n/a

Preceding Field: NZSCED
Following Field: CREDIT

Code Meaning

Level 1 (is open ended)
Level 2

Level 3

Level 4

Level 5

Level 6

Level 7

Level 8

Masters

Doctorate

QOWO~NOUAWNPE

Note: If a course contains a number of NQF unftdifferent Register Levels (formerly and
commonly referred to as NQF levels) then the lassigned should be determined by the
level of the largest number of credits.

Error 054: REGISTERLEVEL is blank or not valid
365: REGISTERLEVEL must match dugiivalent field in TEC Course
Register
The Register Level will be an attribute of the offé course to which the student's course
enrolment event is related.

Field History

2000 - Field introduced
2000 - Classification codes amended to includenaawele - 9 and a revised code - 0
2004 — Validation 365 introduced
2004 — Validation 54 amended
2004 - Field updated to reflect NZ Register of Quassured Qualifications
2006 Field name amended to REGISTERLEVEL
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Field Name CREDIT Field Number 3.8
Field Title Credit
Description The field specifies the number of credits on theR&gister of Quality Assured

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Qualifications contained in a course or paper d¢outing to a qualification registered
on the NZ Register of Quality Assured Qualificason

The field is used to determine the amount of legymequired by a course or
qualification.

File Course Register
Length: 3

Type: Numeric
Justification: Right

Fill Character: Blank

Record Position: 117-119

Type of Students: n/a

Preceding Field: REGISTERLEVEL
Following Field: CATEGORY

The number of credits allocated to a course orpape
Model: nnn Examplé 6”
bbb (left blank) i.e.trapplicable
Note: Where decimals are included these will beonesd i.e. truncated
Example 1: “8.3” will become “ 8”
Example 2: “8.6" will become “ 8"

Error 044: CREDIT is greater than 240
Warning 055: CREDIT is not between 1 and 120
573: CREDIT has decimal places

Source: The credit will be an attribute of the offt course to which the student's
course enrolment event is related.

Field History

2000 — Field introduced

2004 — Validation messages 044 and 055 amended

2004 — Field Name & Title amended

2004 - Field updated to reflect NZ Register of Qualssured Qualifications
2008 — Validation 573 introduced
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Field Name

STAGE Field Number 3.11

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Stage of Pre-Service Teacher Education Qualifinatio

The field is used only for pre-service teacher atioa qualifications. It contains a value to
indicate the stage of the qualification to which tourse contributes. For a course of one
or less the value is 01.

The field is used to monitor teacher supply.

File Course Register

Length: 2

Type: Numeric

Justification: n/a.

Fill Character: Blank

Record Position: 128-129

Type of Students: D students in pre-service teaetiacation qualification
Preceding Field: FACTOR

Following Field: FEE

Code Meaning

01 First stage of qualification

02 Second stage of qualification

03 Third stage of qualification

04 Fourth stage of qualification

etc.

bb (left blank) i.e. student is not enrolled in{geFvice teacher training

Applies To: Type D students

111: If the NZSCED value in Course Register is
070101/03/05/08/18/20/22/24/26/28 and the STAGKe is not 01 to 06
inclusive

Source: This data item should be supplied by ytudent management system from the
enrolment record at the time that the Ministry’s(T& data files are created.

Field History

The field has existed since data collection wa®iced

1995 - this field no longer collected for Nursirigdents

2000 - Field now refers to courses and is movetioiarse Register file
2001 - Validation 111 amended

2004 — Classification codes amended from ‘prograhtengualification’
2004 - Field Title change
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Field Name FEE Field Number 3.12

Field Title Course Tuition Fee (Inclusive of GST)

Description The course tuition fee is the standard fee thatedia students normally pay for tuition :
costs associated with enrolment in a course.

The course tuition fee is net of compulsory cowssts (e.g. administration charges,
examination fees, material charges etc) which avered in field 3.16, and Maxima
exempt fees (e.g. student services levies, stuasuiciation fees, health fees, record of
prior learning fees etc) which are covered in field1.

Reason for Field This field is used for policy monitoring purposes.
Field Specifications File Course Register

Length: 5

Type: Numeric

Justification: right

Fill Character: n/a

Record Position: 130-134

Type of Students: n/a

Preceding Field: STAGE

Following Field: INTERNET
Classification A numeric value representing whole dollars in foNiINNNN

The validation logic is dependent on a number ofdies, namely the level of study, the
nature of the study (e.g. #5.1, professional mastategory z and Funding Category level
5 are excluded), and the Benchmark level. Thereaifithe FCCM (Fee/Course Costs
Maxima) policy as it affects each course will b#edent, dependant on the combination of
these factors.

The SDR will determine how the particular courdates to the maxima policy.

Validation Logic Error 155: FEE is not numeric or is blank
354: FEE<O

Warning 355: FEE =0

369: [FEE + CCCOSTS] has exceeded [benchmark te$&8l00/EFTS] — fees
for post graduate can be increased by up to $50BIFES

370: [FEE + CCCOSTS] has increased — the feehtoctrrent year must be
kept at or below the benchmark level

371: [Fee + CCCOSTS] has exceeded FCCM - the fest decrease by 5%
from the benchmark fee, or to the current-year maif the difference is
less than 5%.

372: [FEE + CCCOSTS] is greater than $500/EFT8efee may increase ug
$500 per EFTS

373: [FEE + CCCOSTS] is greater than [benchmarklle 5%] — the fee may
increase by up to 5% i.e. AFML (Annual Fee Movemsdntit)

384: There is no benchmark fee for the course

Note: The validation logic for Fee/Course Costs Maximarfiings 369-373) is
generated by a number of factors mentioned in ldmsification above. Only
one of the above warnings related to FCCM poli®&9¢373) can be
generated per course. Where the course has amait@xemption or has
been granted an exemption by TEC (i.e. EXEMPT laic= 1) the FCCM
validation rules will not apply.

The 2007 benchmarked fee will be based on thed&erm@ported in the
December 2007 SDR. If there was no 268 data reported in the Decem
2007 SDR, then the benchmarked fee level will lee2®06 benchmarked fee
provided by TEOs.
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Source: The course tuition fee will be an attriboft¢he offered course to which the

Data Collection . .
student's course enrolment event is related.

Field History - 2002 - Field was introduced
- 2003 - Validation 354 and 355 introduced
2004 — Validation 155 amended
2004 — Field Title, Description & Classification anded for the implementation of
Fee/Course Costs Maxima
2004 —Validations 369, 370, 371, 372, 373 and B&#®duced
2005 - Validation 371 amended
2007 — Fill character amended
2007 — Validation 155 wording amended
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Field Name

INTERNET Field Number 3.13

Field Title
Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Internet Based Learning indicator

The field is used to indicate whether teaching leagning in each course is currently
available in part or as a whole via the Internet.

The field is used by the Ministry for tertiary seccteporting and policy purposes. For
example, is internet-based learning helping togase participation, comparison of outcomes
for students learning online to those learning amgus. The field is also used for inclusion
in the Tertiary e-learning portal.

File Course Register
Length: 1

Type: Numeric
Justification: n/a

Fill Character: n/a

Record Position: 135

Type of Students: n/a
Preceding Field: FEE
Following Field: PBRF Eligible

Code Meaning

1 No Access

2 Web-supported
3 Web-Enhanced
4 Web-Based

Error 331: INTERNET does not contain a value 1, 2, 8 or

Source: This data item should be supplied by ytudent management system from the
course register record at the timattthe Ministry's/TEC’s data files are creat

No Accesss where no part of the paper or course is adolessiline.

Web-Supportedis where a paper or course provides students atadisnited online
materials and resources. Accessptonal, as online participation is likely to be a minor
component of study.

Web-Enhancedis where a paper or course expects students &saonline materials and
resources. Accesséxpected as online participation is likely to make a magontribution
to study.

Web-Basedis where a paper or course requires studentscesathe accompanying online
materials and resources. Accesgeipuired, as online participation iequired.

Field History

2003 — The field was introduced

2004 — Field amended to include new classificatioties

2004 — Classification codes defined

2004 — Reason for field amended to include Tertahkyarning portal
2004 — Validation 331 amended
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Field Name PBRF Eligible Field Number 3.14
Field Title PBRF Eligible Course Indicator
Description The field is used by TEOs to indicate courses dénateligible for Performance Based

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Research Fund (PBRF) i.e. they are wholly reselbasied and meet TEC’s PBRF policy
guidelines, which are detailed on web page:
http://www.tec.govt.nz/funding/research/pbrf/guidek.htm Distinction is made in this field
between Masters or Doctorate courses and alsdipsrteourses.

The field is used by the TEC to correctly iden#BRF eligible courses. The number of
PBREF eligible course completions can be calculafeat the course completion returns have
been received. This information is used in thecaltion of part of the PBRF.

File Course Register
Length: 1

Type: Character
Justification: n/a

Fill Character: n/a

Record Position: 136

Type of Students: n/a

Preceding Field: INTERNET
Following Field: FOREIGN FEE

Code Meaning

M Masters (greater than 0.75 EFTS)
Doctorate (greater than 0.75 EFTS)
Part-time Masters

Part-time Doctorate

Not PBRF Eligible

X O O

Error 367: PBRF Eligible Course Indicator is blank ont@ins a value other than C,
D, L, Mor X

Source: This data item should be supplied by ytudent management system from the
course register record at the time that the MigisffEC’s data files are created.

Field History

2004 - The field was introduced
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Field Name

CCCOSTS Fee Field Number 3.16

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Compulsory Course Costs Fee (Inclusive of GST)

The compulsory course costs fee includes such esstempulsory administration
charges, examination fees, other charges assoeidted course or program of study,
material charges, costs of field trips and any caisury purchase of equipment or books
through the TEO.

This field is used for policy monitoring purposes.

File Course Register
Length: 5

Type: Numeric
Justification: right

Fill Character: n/a

Record Position: 142-146

Type of Students: n/a

Preceding Field: FOREIGN FEE
Following Field: EXEMPT Indicator

A numeric value representing whole dollars in foNiINNNN

Error 374: CCCOSTS is not numeric or is blank
375: CCCOSTS <0

Warning 376: CCCOSTS =0

Source: The compulsory course costs fee will bataibute of the offered course.

Field History

2004 - Field was introduced
2007 — Fill character amended

Ministry of Education - Single Data Return Manual 2010 v 12.35 Page 95



Field Name

EXEMPT Indicator Field Number 3.17

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Course Exemption from FCCM (Fee/Course Costs Makima

An indication against any course that has beentggdasm exemption including the 5%
AFML (Annual Fee Movement Limit), post-graduatedstwor professional masters.

This field will be used to identify all courses tleave been granted an exemption from
FCCM (Fee/Course Costs Maxima).

File Course Register

Length: 1

Type: Numeric

Justification: n/a

Fill Character: n/a

Record Position: 147

Type of Students: n/a

Preceding Field: CCCOSTS Fee

Following Field: n/a
1 Course has been granted exemption from FCCM
2 Course has no exemption from FCCM

The Course will automatically be exempt from FCGM i
Funding Category Z
Funding Category level 5
#5.1 (Adult and Community Education)
Professional Masters

Under exceptional circumstances, an exemption reagpiproved by TEC (an increase of
up to 10%).

Error 377: Exempt Indicator is blank or is not 1 or 2
Warning 378: Exempt Indicator is 1 and no exemption hanlmanted

Source: The course exemption from FCCM (Fee/CoQrsts Maxima) will be an
attribute of the offered course.

Field History

2004 - Field was introduced
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Field Name

MAIN_1 MAIN_2 MAIN_3 Field Number 4.5, 4.6, 4.7

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Main Subject(s)

The three fields, which are identical in formag ased to record codes for the main subjects
studied by a student who has completed a qualidicdahat has no specific field of study; e.g.
BA, BSc, NZCE.

The field is required for generic qualificationshuas a BA in order that qualification
completions can be classified by subject area.

File Qualification Completion
Length: 4

Type: Character

Justification: Left

Fill Character: Blank

Record Position: 31-34, 35-38, 39-42
Type of Student: D

Preceding Field: QUAL

Following Field: YR_REQ MET

Subject codes are listed in Appendix 5. For preisersecondary teacher trainees list the
subject(s) that the trainees intend to teach.

The list of codes available has been compiled fidiormation published by institutions. If
you believe that the list should be extended ttuthe additional subjects, please contact the
Data Management and Analysis Section at the Ministr

Applies To: Type D students

Error 203: If NZSCED codes ends in '00' then must haveast one main subject
204: If NZSCED is 070105, 070126, 070128 then rhase at least one main
subject
211: Main subject is not on list

Source: The value must be compiled by your studemtagement system each time data
files are returned to the Ministry. The data regdiwill come either from course
enrolment records, depending on how your systeerihées individual student
loads.

Field History

The field has existed since data collection wa®iced
1999 — The field length and code values were mediifi
2001 - Validation logic amended

2008 — New field no. and file position
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Field Name

YR REQ MET Field Number 4.8

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Year Requirements Met

This field is to contain the year the Qualificati@guirements have been met. This includes
the academic and practical requirements.

The field is used by the Ministry for tertiary sector@gfng and policy purposes and the T
for monitoring purposes. It will clearly define igh year the Qualification requirements are
completed for each record.

File Qualification Completion
Length: 4

Type: Numeric

Justification: n/a

Fill Character: Blank

Record Position: 43-46

Type of Students: D

Preceding Field: MAIN_3

Following Field: YR_GRAD

A four -digit value:
YYYY —i.e. year

Applies To: Type D students

Error 565: YR_REQ_MET is in the future
569: YR_REQ_MET is blank or noimeric

NOTE: 569 only occurs if YR_REQ_MET is the choseturn field for the file

Source: This data item should be supplied by yaudent management system at the time
that the Ministry’s data files are created.

Field History

2008 — The Field was introduced
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Field Name

YR_GRAD Field Number 4.9

Field Title

Description

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

Year Graduated

This field is to contain the year the Student Geddd. This field is only used by those
Tertiary Education Organisations that do not reyd&tt REQ_MET but report when a stud
graduates.

The field is used by the Ministry for tertiargctor reporting and policy purposes and TEC
monitoring purposes. It will be used to enablelysia to understand clearly the provider
intent of the record reported. This is a tempofaig and will be used for a limited period

until providers change their procedures for repgrtvhen the academic requirements were
met (Yr_Req_Met).

File Qualification Completion
Length: 4

Type: Numeric

Justification: n/a

Fill Character: Blank

Record Position: 47-50

Type of Students: D

Preceding Field: YR_REQ_MET
Following Field: N/A

A four -digit value:
YYYY —i.e. year

Applies To: Type D students

Error 566: YR_GRAD is in the future
570: YR_GRAD is blank or not numeric

NOTE: 570 only occurs if YR_GRAD is the chosen retuetdffor the file

Source: This data item should be supplied by yaudent management system at the time
that the Ministry’s data files are created.

Field History

2008 — The Field was introduced
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Field Name COMPLETE Field Number 5.4
Field Title Student Course Completion indicator
Description The field is used to record the successful congedr non-completion of a cowrsA studer

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

has successfully completed a course wdlkthe academic requirements for the successful
completion of a course have been met

The field is used by the Ministry for tertiary seccteporting and policy purposes. The
Tertiary Education Strategy highlights an incregdircus on outcomes. Along with
qualification completion, this field provides thadis for monitoring and analysis of
achievement in tertiary. This field allows impatalistinctions to be made in terms of
success at the course level, compared with sueteélse qualification level.

This field is used by the TEC to produce perfornesinformation for investing, funding, and
monitoring purposes.

File Course Completion
Length: 1

Type: Numeric
Justification: n/a

Fill Character: n/a

Record Position: 35

Type of Students: D

Preceding Field: COURSE
Following Field: CRS_SRT

Code Meaning

Still to complete course — valid extensiomgade not yet available (Register Level 1-8)
Still to complete course — course end dategyepteached (Register Level 1-8)
Completed course successfully

Completed course unsuccessfully

Did not complete course

Practicum to complete — on job training (Regittvels 1-8)

Yet to complete — Register Levels 9 & 10

Extension granted or under moderation — Registeels 9 & 10

~NOoOUAWNERO

Applies To: Type D students

Error 220: COMPLETEisnotO,1,2,3,4,5,6,0r7

366: COMPLETE must be 4 if CRS_WTD is not null

383: COMPLETE is 1,2,3 or 4, CRS_END date is 200greater and
no corresponding enrolment is found

386: COMPLETE s 0, 1 or 5 and course is not Regigvel 1-8

387: COMPLETE is 6 or 7 and course is not Registezl 9 or 10

388: COMPLETE is 1 and course end date has passed

391: COMPLETE is 0 for more than three consecUsiidR periods

542: Type D enrolment reported in Dec SDR, courgkdate in return year or
earlier not found in Completion file for sameurgt period and source of
funding is not 06, 07, 08, 11 or 21

544: COMPLETE is 0 when course end has not besrhes

394: COMPLETE is 2 or 3 and course has not starte

Warning 385: COMPLETE is 1,2,3 or 4 and CRS_END date 336r less and
no corresponding enrolment is found
389: COMPLETE is 5,6 or 7 and no correspondinglement is found
390: COMPLETE has been reported as 0 for twoeauts/e returns
543: COMPLETE has been reported as 0 for thresaxutive returns
392: COMPLETE reported as 0,1,5,6,7 in previausgletion return and
is not in current file

393: Type D Enrolment reported in latest SDR fite found in Completion file
for the same return period and source of fundinpits06, 07,08,11 or 21

Source: This data item should be supplied by yaudent management system from the
course completion record at the time that the Mipis TEC’s data files are
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created.

All current enrolments for Type D students (notluigiing Training
Opportunities, Youth Training, Skills Enhancemént) Off Job Training or
ITO Off Job Training FOREIGN Students) are to beluded in the course
completion file, irrespective of whether a complatdate has been reached.

Classification Definitions

0 Still to complete course — valid extension or gde not yet available (Register Level 1-
8) - By the extraction date, the completion date fordberse has passed but an extension or
resubmission has been granted or the grade issthaivgilable. A completion (code 2, 3 o
will be returned in a later SDR.

1 Still to complete course-course end date not yet reached (Register Level -8By the
extraction date, the completion date for the cohesenot yet been reached. Student
completion will be captured in a later SDR retiand does not mean that the student will be
counted as incomplete.

2 Completed course successfully by the extraction date, all academic requirembate
been met and the student has successfully passedtinse. This student enrolment will be
captured as a course completion in the SDR return.

3 Completed course unsuccessfully by the extraction date, all academic requirement
have been met but the student did not pass theseodrhis student enrolment will be
captured as a course completion in the SDR return.

4 Did not complete course- by the extraction date, the academic requiresientthe
course have not all been met and the completionfdathe course has been reached. The
student enrolment will be captured as a coursenipdetion in the SDR return. (This
includes students who have withdrawn).

5 Practicum to complete — on job training (Registelevels 1-8)- by the extraction date,
the theory training with the academic providerasplete but the student still has to comg
a practical module. A completion result will beadable after the external practical module
has been completed. E.g. as per classification 22.

6 Yetto complete — Register Levels 9 and 0 'he student is enrolled in a thesis component.
By the extraction date, the studentasmally enrolled, but no formal submission of work is
required.

7 Extension or under moderation — Register Level8 and 10- The student is enrolled in a
thesis component. The studenb@ formally enrolled and either an extension has been
granted, results are under moderation or the ermtitnas been deferred.

Field History

2002 — The field was introduced

2004 — Validation 366 introduced

2004 — Classification codes defined

2005 - Classification codes revised and re-defined

2005 — Validations 220 and 383 revised

2005 — Validations 338, 391 and 394 introduced

2005 - Validations 385, 386, 387, 389, 390, 39238f®lintroduced
2006 — Validations 386 and 387 amended to errors

2007 — Validations 542, 543 and 544 introduced
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Field Name PBRF _CRS COMP_YR Field Number 5.8
Field Title PBRF Course Completion Year
Description This field is to contain the actual end year ofshedent's course(s) for those completing

Reason for Field

Field Specifications

Classification

Validation Logic

Data Collection

PBRF(funded only) course(s). This field value is the officially ifatd year the research
component of the course is completed.

The field is used to determine the end year oféisearch component of a PBRF funded
course. The current CRS_END date is used to daterthe end date of funding so therefore
cannot be used for this purpose.

File Course Completion
Length: 4

Type: Numeric
Justification: n/a

Fill Character: Blank

Record Position: 62-65

Type of Students: D

Preceding Field: CRS_END
Following Field: n/a

A four -digit value:
YYYY —i.e. year

Applies To: D students

Error 549: PBRF_CRS_COMP_YR is populated for othantRBRF eligible course
550: PBRF_CRS_COMP_YRis prior to CRS_SRT
551: PBRF_CRS COMP_YR is in the future
555: PBRF_CRS_COMP_YR is not numeric

Warnings 552: PBRF_CRS_COMP_YR is blank when complete mdicis 2 or 3
586: PBRF_CRS _COMP_YR is populated and complede coother than 2 or 3.

Source: This data item should be supplied by yoaudent management system at the time
that the Ministry’s data files are created. Theeaysshould maintain start and fin
dates for all student course enrolments.

Field History

2007 — The Field was introduced August 2007 SDBmi®nal

2008 — Compulsory for PBRF TEOs for 2008

2008 — Validation 553 removed

2008 — Introduced validation 586 (amendment ofdadion 553, removed code 6 or 7)
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Field Name EMB _LIT NUM Field Number 3.18

Field Title Embedded Literacy and Numeracy Flag
Description This field will hold a Yes/No flag to indicate ifi¢ course includes embedded literacy and/or
numeracy.

Embedded literacy and numeracy combines the dewenpof literacy and numeracy with
the development of vocational and other skills.

It includes opportunities to improve reading, wiifj speaking, listening, number, and
measurement and statistics competencies, as defiried Learning Progressions, along
with the existing programme of learning.

In an embedded approach, literacy and numeradg skié taught within course content and
skill development, not in separate unrelated blafidsarning. There is also explicit
assessment of literacy and numeracy skills aloegagsessment of other course
outcomes.

Specifically a course that embeds literacy and mamewill have:

explicit learning outcomes for literacy and numgrac

a literacy and numeracy diagnostic assessmentlfstudents;

deliberate teaching of literacy and numeracy thabntextualised to the relevant
curriculum and in response to the diagnosed leareeds; and

assessment of learners’ progress in literacy aneenacy.

Reason for Field This field identifies if literacy and/or numeracyeémbedded in register level 1-5 courses. It
will be used by TEC for investing, funding and moning purposes.
Field Specifications  File Course Register
Length: 1
Type: Yes/No
Justification: n/a
Fill Character: N
Record Position: 148
Type of Students: n/a
Preceding Field: EXEMPT_Indicator
Following Field: n/a
Classification An optional one character field that can take dnia® following values:

N = no embedded literacy and numeracy componetttnse
Y = embedded literacy and numeracy component imsgou

Note: If the TEO does not have any courses with an endxktittracy and/or numeracy
component then the SDR interface will also accepR&G file in 2009 format, the
validation system will insert a default value ofri\this case. If the CREG file contains one
or more courses with embedded literacy and/or naoyethen the whole CREG file must be
in the 2010 format and each course must contairoaN value. We will utilize error code
310 if the CREG file contains a mixture of recoim®oth 2009 and 2010 format.

Validation Logic Error 591 Invalid Embedded Literature and Numeracy Fadust be ‘Y’ or ‘N’

592 REGISTERLEVEL for this course with Embeddetetacy and Numeracy
is not in range 1 to 5 inclusive

Source: This data item should be supplied by your studesmhagement system from
the course register record at the time that thas#yiTEC's data files are created.

2010 - Field Created

Data Collection

Field History
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FIELD INDEX

In alphabetical order by Field Name

Field Name
ASSIST
ATTEND
CATEGORY
CCCOSTS Fee
CITIZEN
CLASS
COMPLETE
COURSE
CREDIT
CRS END
CRS SITE
CRS SRT
CRS WTD
CTITLE

DIS ACCESS
DISABILITY
DOB

EMB LIT NUM
EFTS MTH
ETHNIC

EXEMPT Indicator

FACTOR
FEE

FINISH
FIRST_YR
FOREIGN_FEE*
FUNDING
GENDER

ID

INSTIT
INTERNET
IRDNOS

w1

MAIN_1

MAIN_2

MAIN_3

MAX Exempt Fee
NAMEID

NSN

NZSCED

PBRF_CRS_COMP_YR

PBRE Eligible

PERM_POST CODE

PRIOR_A
QUAL

REGISTERLEVEL

RESIDENCY
S_SCHOOL

SEC_QUAL
STAGE

TERM_POST CODE

Y_SCHOOL
YR_GRAD
YR_REQ MET

Field Title

Category of Fees Assessment for International Students
Intramural/Extramural Attendance
Funding Category

Compulsory Course Costs Fee

Country of Citizenship / Residential Status
Course Classification

Student Course Completion indicator
Course Code

Credit

Course End Date

Course Delivery Site

Course Start Date

Student's Course Withdrawal Date
Course Title

Disability Services Accessed Indicator
Disability Indicator

Date of Birth

Embedded literacy and Numeracy Indicator
EFTS by Month

Ethnicity

Course Exemption from FCCM

Course EFTS Factor

Course Tuition Fee

Expectation to Complete a Qualification this year
First Year of Formal Tertiary Education

Tuition fee paid by Foreign fee-paying student
Source of Funding

Gender

Student Identification Code

Provider Code

Internet Based Learning Indicator

IRD Number

Iwi Affiliation

Main Subject 1

Main Subject 2

Main Subject 3

Maxima Exempt Fees

Name ID Code

National Student Number

NZSCED Field of Study

PBRF Course Completion Year

PBRF Eligible Course Indicator

Permanent Post Code

Main Activity at 1 October in Year Prior to Formal Enrolment
Qualification Code

Level on the NZ Register of Quality Assured Qualifications
Residential Status

Last Secondary School Attended

Highest Secondary School Qualification

Stage of Pre-Service Teacher Education Qualification
Term Post Code

Last Year at Secondary School

Year Graduated

Year Requirements Met
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GLOSSARY OF TERMS

Name

Explanation

‘Active’ NSN

An ‘Active’ NSN is where all the reqred data on the NSI record has been supplied
recorded as being verified. Required data inclugase and date of birth (verified) an
residential status (verified).

and

AUS (Australian
citizen)

Australian citizens are considered domestic stuiienthe SDR but only if they are
resident in New Zealand.

Classification

Each of the fields that make uplaliias a classification. The classification sugspli
information on how the field should be completedr Example, if a code (either
numeric or character) or other value is to be etén this field, it will provide details
about these and a meaning or explanation.

Course Completion
File

This file is submitted 3 times a year (April, Auggasd December). The file should
contain all enrolments for the year to date for @ {pstudents who do not have a
funding source of 06, 07, 08, 11 or 21 (see thadfgnfield for source of funding code
and their meanings). The file should also inclatieompletions since the previous
return of this file and include any updates/charfga® previous completions reported
There are various fields that are to be includetthimfile (these can be found in the Fil
Specifications).

11%)

Course Enrolment
File

This file is submitted 3 times a year (April, Augasid December). The file should

contain all students enrolled in the current ydaor each individual student, a record of

each separate course enrolment is required. Btedgnt in the Student File should
appear at least once in the Course EnrolmentHilete are various fields that are to b
included in this file (these can be found in thie Fpecifications).

e

Course Reqgister
File

This file is submitted 3 times a year (April, Augasid December). This file contains
records of all courses in which students are ezddh the current year by each TEO.
All course codes in the register must appear onbeand be exactly the same as that
used in the course enrolment file. There are varfmlds that are to be included in this
file (these can be found in the File Specificatjons

Domestic Student

Domestic students are studentsanéhoitizens or permanent residents of New Zeala
or are Australian citizens living in New Zealand.

EFTS

Equivalent Full-Time Student (EFTS) is a niea®f consumption of education. A
student enrolled in a programme of study full-tifoethe full-year equates to 1 EFTS.
student enrolled full-time for a semester equaids® EFTS.

A

EFTS Forecast

Tertiary Education Organisations (TEOSs) forecasirtBFTS units in the SDR.
Forecasts are required by course classificatiorfamding category. The actual EFTS
units may change from the previous SDR'’s forec&StE units.

Error

An error report is provided for individualo@ds which fail the validation test in the

SDR. These errors must be corrected in your Studanagement System and the files

re-extracted before the validation process carbapteted.

D

Export Education
Levy

The Export Education Levy (EEL) is collected frothT&EOs that enrol foreign-fee
paying students. The levy funds export educdtidostry development, promotion,
quality assurance and research. TEOs may recoeeoit of the EEL through the
tuition fee charged to international students.

Fee and Course
Costs Maxima
(FCCM)

The Fee/Course Costs Maxima (FCCM) and Limits ydhias been introduced by the
Government to maintain the affordability of teryi@ducation for all New Zealanders.
TEOs receiving Student Component funding must ebfee/course costs that exceed
the maxima or limits set. See the TEC website foreninformation
(http://www.tec.govt.nz).

Field Specifications

Each of the fields that makeatfile has a field specification. The specificas of each
field can differ. The field specifications inclu@dormation such as:
- The format of the code for each file that the fisléhcluded in
- The length of the code (including fills), i.e. 4achcters in length
- The type of code, i.e. the format. Could be shosinwameric or character for
example

The type of students (B, C, D) that the code apyitie
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GLOSSARY OF TERMS

Name

Explanation

Formal
qualifications

Are recognised qualifications that have formal asseent procedures that add to
academic credit, or a module of such a recognisedifagation.

Generic Enrolment

Has been produced to assist TEOs, especially PTtEghe collection of information

Form from students that fulfil the data requirementshaf SDR. The Generic Enrolment For
template can be found on the STEO website (httpavgteo.govt.nz).

‘Inactive’ NSN An ‘Inactive’ NSN relates to a deced or fictional person and should no longer be
used.

International A non-domestic, foreign-fee paying student.

Student

‘Merged’ NSN The record is no longer current. Theard will indicate which NSN should now be us
for the student in question. A merged NSN occuremimore than one NSI record
existed for the same student, and the records mrerged into one so that the student
has one NSN.

‘nn’ or ‘nnn’ Used throughout the SDR fields to iodte where a number should be inserted.

Non-formal No recognised qualification is awarded but a degté of attendance may be issued.

education

NSI (National The NSl is a database, system and set of processddso assign all tertiary students 3

Student Index)

NCEA candidates with a unique identifier, the N$®i{jonal Student Number).

NSN (National
Student Number)

A National Student Number is unique to each student

NZL

New Zealand Citizen (includes Niuean, Cookhslaand Tokelauan students).

D

NZP New Zealand Permanent Resident (excludes Aiastraitizens).

NZQA New Zealand Qualification Authority.

NZSCED Field of | New Zealand Standard Classification of EducatioA$SED) Field of Study Codes are
Study Codes used to classify the field of study of courses qudlifications.

‘Partial’ NSN The NSN has one or more of the regdifields not filled in or one or both of the

verified indicators set to “unverified”. Requireiélfls are Surname, Forename 1, Date
Birth, Gender and Residential Status.

of

PBRF Census
(staffing return)

The Performance Based Research Fund Census (gtedfurn) is only required from
TEOs that are seeking funding from the PBRF andiges details of staff that are
conducting research and an indication in advafhtieeonumber of PBRF Evidence
Portfolios that the TEC can expect to receives tinly required in years when these a
being submitted.

e

PTE Private Training Establishment

Qualification Recognised qualifications are awarded qualificatiodes between 01 and 60 & 98.
Award Category Refer to Appendix 9 of the SDR manual for a desioipof each code.

QAB (Quality Quality Assurance Bodies approve qualificationskimgthem ‘recognised’. Quality

Assurance Body)

Assurance Bodies include: New Zealand Vice ChaacgllCommittee or NZQA or its
agents, (ITP Quality and NZCTE for example).

Quialification
Completion File

This file is submitted 3 times a year (April, Augasid December). This file contains
records for individual students who have passethalacademic requirements for the
completion of a recognised qualification.

Register Level

Refers to the level on the NZ Regisf Quality Assured Qualifications.

SaBS Sector and Business Services (Formerly knewWn3SL) sits within the People and
Business Capability group of the Ministry of Educat SaBS is responsible for
supporting TEOs in their day-to-day use of tertiafprmation systems (such as the
SDR and NSI).

SDR Single Data Return — a set of data items tteaspecifically required by the Ministry an

the TEC for the purposes of funding students at & for statistical reporting

o

requirements.
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GLOSSARY OF TERMS

Name

Explanation

SMS

An SMS (Student Management System) is a dagadragpplication which can store
information relating to an organisation. A ceriifiSMS can also generate reports and
data files which are required for the Governmenlisfof certified SMSs can be found
on the STEO website (http://www.steo.govt.nz).

Staffing Return

An annual return of staff emplog#@EOs. The data collected is used to measure tf
size of the education workforce, the proportiorath gender in each category, and t
calculation of staff: student ratios. It is a ‘srapt’ of staff employed at each TEO
during the week of 31 July, the actual dates ofrétern period will vary year to year.

ne

STAR

The Secondary Tertiary Alignment Resource (BT 5 funding received by secondary
schools for the purpose of offering non conventi@mal tertiary type courses to their
students. STAR funded students may enrol with a T&Ghe purpose of receiving
tuition.

STEO (website)

The Services for Tertiary Educa@ganisations (STEO) website can be found at:
http://www.steo.govt.nz.

Student Componen
Funding

I Student Component funding involved allocating alifjoation an Equivalent Full-Time
Student (EFTS) value, splitting the qualificatiowoi courses, calculating the courses’

EFTS factors, classifying the courses, and applfinging rates. See the TEC websit¢
for more information (http://www.tec.govt.nz).

m

Student The Student Achievement Component (SAC) is the gowent’s contribution to the
Achievement direct costs of teaching and learning and othetsadisven by student numbers within
Component approved tertiary education Investment Plans.Se&@BC website for more informatior
Funding (http://www.tec.govt.nz).

Student File File containing records for individsaldent enrolled in a course or qualification. All
students for which a valid enrolment has been nragleur student management syste
should be reported, regardless of the level ofysardhe funding source.

Summary When using the validation program a summary reigagenerated. This is sent with yo

Report/Validation
Summary Report

validated data files to the Ministry.

TEC

Tertiary Education Commission

TEI

Tertiary Education Institution

TEO

Tertiary Education Organisation

Type B students

Includes all STAR students andesttisdenrolled in formal qualifications that have an
EFTS value less than or equivalent to 0.03. Onfyirimal set of data for the student ig
required to be returned — a “partial” NSN is reqdir

Type C students

Are students enrolled in non-foredaication. A limited set of data for the student i
required to be returned — a “partial” NSN is reqdir

Type D students

Are students enrolled in a fornualification or a module of a formal qualificatianith
a total EFTS value greater than 0.03. A full da&tiafer the student is required to be
returned — an “Active” NSN is required.

Validation Logic

Is described for each field. Iffites the errors and warnings that may arise afiarg
the SDR validation programme. A full list of valiitans for the SDR can be found in
appendix 11 of the SDR manual.

Warning

A warning report lists the possible erfmrseach individual record in the data files.

These records must be checked in your SMS.
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