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Document Objectives

This document is used as the basis for the electronic transfer of data between Industry Training Organisations (ITOs) and the Tertiary Education Commission (TEC).

This document does not cover the extraction of data from ITO information systems or the exact mechanism for loading data into the Tertiary Education Commission’s Industry Training Organisation Performance Management System (ITO PMS).

This document does not cover the exchange of data about Modern Apprentice’s training plans between Modern Apprenticeship Coordinators and the Tertiary Education Commission.

The aim is to provide information for the Industry Training Organisation whereby the data submitted for reporting purposes is in the correct format (as specified in this document) to be accepted by the Tertiary Education Commission.

TEC Updates

The TEC updates are:

· Sections to be reviewed and updated if needed.

· All appendices to be reviewed and updated if needed.

The TEC updates are not:

· Changes to the reporting process

Key Strategic Issues

Underpinning the PMS Data Interchange are two key objectives.  These are as follows:

· To provide a comprehensive system that could accommodate both the performance measures and information to support funding in terms of agreed contracts.

· To reduce compliance costs for all parties through more aggressive use of electronic based information management systems.

The overall aim has been to develop a ‘one hit’ system whereby primary data is ‘handled’ once only, as close as possible to the source of the data.  Subsequent data and information transfer and management will be automated as much as possible.

The development team also tried to take a ‘whole system approach’ to the issues.  In other words, assessment of options should be made in terms of their overall impact on both The Tertiary Education Commission and ITOs.

System Purpose

The ITO PMS will provide efficient transfer of trainee and ITO achievement information between organisations.

This information will be used to support The Tertiary Education Commission Performance Measures and other reporting requirements.

File Transfer Issues

Reporting Periods

Cumulative Quarterly dates are
Q1 
1 January - 31 March

Q2

1 January - 30 June

Q3

1 January - 30 September

Q4 
1 January - 31 December

Trainee Records transferred quarterly

Trainee records that meet the following criteria will be transferred quarterly.

Training programme start date is a date on or before the report period end date (end of quarter) AND

EITHER

The training programme has no EXIT_DATE

OR

The training programme exit date is a date in the current reporting year on or before the report period end date (end of quarter)

Note:  The exit date must not be earlier than the start date.

Technical definition of date criteria

Training programme START_DATE <= (report period end date) AND

EITHER
Trainee has no EXIT_DATE

OR

((Trainee EXIT_DATE >= 01 January in the reporting year) AND 

(Trainee EXIT_DATE <= (the report period end date)) 

Trainees with More than One Simultaneous Training Programme

Where a trainee is simultaneously enrolled on more than one registered training programme, the trainee will have the same number of trainee records in the transfer file as the number of training programmes for which they are enrolled.

Note, a trainee cannot be currently registered in the same training programme two or more times.  Refer to Appendix C.

Exception to the rule: Modern Apprentices must only be reported against one TEC-approved Modern Apprenticeships programme.  This may be a single National Certificate or a Modern Apprenticeships pathway (this is where two or more National Certificates have been combined to create a single programme).
Unit Standards attributed to one programme only

When a trainee is simultaneously enrolled in more than one training programme, it is possible for them to achieve credit for a unit standard that may be attributed to either programme.  In this instance the ITO will be responsible for deciding and attributing that unit standard to one programme only. Therefore any trainee will only have one instance of any unit standard and associated credits to that unit standard passed through in the data file.

Programme Number

All ITO training programmes that are given Section 10 approval by The Tertiary Education Commission are entered into the Tertiary Education Commission database system and issued a number.  The Tertiary Education Commission will provide all ITOs with a list of all of their programmes (and their corresponding number) that are currently approved for funding purposes.  As a new programme is approved, you will be sent confirmation of its number.

All Modern Apprenticeships programmes must have both Section 10 approval and Modern Apprenticeships programme approval by the Tertiary Education Commission. The Tertiary Education Commission will provide all ITOs with a list of all of their Modern Apprenticeships approved programmes (and their corresponding number) that are currently approved for funding purposes.  As a new programme is approved, you will be sent confirmation of its number.

ITOs will still need to ensure that the correct duration and credit values are being used for both ITO training programmes and Modern Apprenticeships approved programmes.

Previous Credits

Prev. Crs is an optional field for ITOs to include a trainees credits previously gained for a specific training programme that have been gained prior to the trainee signing up with the ITO.

Domestic students under 16 years

The minimum school-leaving age is 16.

ITOs must not accept learners younger than 16 unless both of the following are satisfied:

The learner has either:  

· A school exemption certificate from the Ministry of Education (MoE) if full-time with the ITO

· A letter from their secondary school principal (whether the learner wishes to enrol with a TEO within school hours or out of school hours) if part-time with the TEO

The TEO is satisfied that the learner is capable of completing the academic requirements of the courses or programme of study.

Credits Achieved

All trainees who are reported as a completion must have achieved at least one National Certificate.

All Modern Apprentices who are reported as a completion must have completed their training agreement.

INTERFACE FILE SPECIFICATION

Overview of File Transfer

The transfer will be achieved with one file only, with the industry statistics as a single record and then all trainee details appended. The same file will be used to report ITO data on Modern Apprentice’s training programmes.

File Structure

Filenames

The filename will be the Ministry of Education assigned ITO identifier followed by the reporting year e.g. 03 and the quarter 1,2,3 or 4.   The suffix is ". IMP"


Example:
1234051.IMP for ITO 1234 reporting for 2005 quarter 1.

Record Types 

The available types of records are as follows:

	Record Type
	Code
	Description

	File Header
	HEADER
	The first row of the file that contains the last date of the quarter being reported (e.g. the quarter one file header would have the date 31/03/2005).



	File Footer
	FOOTER
	The last row of the file that contains summary details.



	ITO Statistical Information Records
	ITO_STAT
	The records that follow the ITO Statistics record header. These rows provide information about the ITO and their industry.



	ITO Trainee Achievement Records
	ITO_TRN
	The records that follow the Trainee Details Record Header. These rows provide information about the trainees and their training programmes.



	Comments 
	#
	These lines improve readability of the file but will be ignored by the system when the file is loaded.  Record type headers are standard comments. They include a line to describe the record and a line specifying the format.  Other comment lines can be added if you desire and may be used for any purpose you wish.




The first field on each record identifies the record type; this is the code shown in the table above.

Record Type Headers

Each record type begins with a header description defining each field label for that record.

This should be continuous with no line breaks and enables data fields to be identified using standard text editors.

E.g. 1
File Header Record

#######################################################

##File Header

##Format: HEADER|REPORT_PERIOD_END_DATE|

#######################################################

E.g. 2
ITO Statistics Record

#######################################################

##ITO Statistics

##Format: RECORD_TYPE|ITO_IDENTIFIER|NO_EMP_WITH_TRN_AGREEMENTS|

#######################################################
E.g. 3
Trainee Details Record

#######################################################

##Trainee Details

##Format: RECORD_TYPE|LOCAL_ID|NZQA_ID|DATE_OF_BIRTH|ETHNIC_CODE|GENDER| PREV_QUAL|PROG_NUMBER|PROG_CATEGORY|PROG_LEVEL_ITO|PROG_CREDITS| PROG_DURATION|L1CREDITS|L2CREDITS|L3CREDITS|L4CREDITS|L5CREDITS| L6CREDITS|L7CREDITS|L8CREDITS|START_DATE|EXIT_DATE|EXIT_INDICATOR|PREV_CREDITS|TRAINEE_CATEGORY|FUND_TYPE|COORDINATOR_ID|LOCATION_OF_EMPLOYMENT|L1NC_ACHIEVED|L2NC_ACHIEVED|L3NC_ACHIEVED|L4NC_ACHIEVED|L5NC_ACHIEVED|L6NC_ACHIEVED|L7NC_ACHIEVED|L8NC_ACHIEVED|

#######################################################

E.g. 4
File Footer Record

###################################################

##File Footer details

##Format: RECORD_TYPE|TOTAL_RECORDS|

## 

##Other Details as comments like file checksum, software used, date produced 

###################################################

Field Delimiters

Files are standard ASCII text and are field delimited by "|" (pipe) characters.  The last field in each record will have the "|" as the last character.
Date Format

All date transfers will be in 4-digit date century format DD/MM/YYYY 

Where:


· DD is the day

(e.g. 01, 10, 29)

· MM is the month 

(e.g. 01, 02, 10, 12)

· YYYY year 


(e.g. 1998, 1999, 2000, 2001)


Therefore:

· 01/01/2005 is a valid date format

· 01/01/05 is NOT a valid date format

Null Fields

All fields that contain NULL value will represent empty fields in the file.


Example: ITO_TRN|02587|1234567890|01/01/1975|01|M|2|4444|N|2|40|12|8|2|0|0|0|0|0|0|0|01/01/1998||||E|IT||47|
Null fields may only, under special circumstances, apply to ITO_TRN record's fields: - (Refer Data Records, ITO_TRN)

· EXIT_DATE

· EXIT_INDICATOR

· PREV_CREDITS

· COORDINATOR_ID

Example File

#######################################################

##File Header

##Format: HEADER|REPORT_PERIOD_END_DATE|

#######################################################

HEADER|31/03/2003|

#######################################################

##ITO Statistics

##Format: RECORD_TYPE|ITO_IDENTIFIER|NO_EMP_WITH_TRN_AGREEMENTS|

#######################################################

ITO_STAT|0192|112|

#######################################################

##Trainee Details

##Format: RECORD_TYPE|LOCAL_ID|NZQA_ID|DATE_OF_BIRTH|ETHNIC_CODE|GENDER|PREV_QUAL|PROG_NUMBER|PROG_CATEGORY|PROG_LEVEL_ITO|PROG_CREDITS|PROG_DURATION|L1CREDITS|L2CREDITS|L3CREDITS|L4CREDITS|L5CREDITS|L6CREDITS|L7CREDITS|L8CREDITS|START_DATE|EXIT_DATE|EXIT_INDICATOR|PREV_CREDITS|TRAINEE_CATEGORY|FUND_TYPE|COORDINATOR_ID|LOCATION_OF_EMPLOYMENT|L1NC_ACHIEVED|L2NC_ACHIEVED|L3NC_ACHIEVED|L4NC_ACHIEVED|L5NC_ACHIEVED|L6NC_ACHIEVED|L7NC_ACHIEVED|L8NC_ACHIEVED|

#######################################################

ITO_TRN|02587|1234567890|01/01/1975|01|M|2|4444|N|2|120|36|8|9|2|0|0|0|0|0|01/02/1999|29/03/2003|C|30|E|IT||22|0|1|0|0|0|0|0|0|

ITO_TRN|13658|0987654321|01/01/1975|20|F|1|1212|N|2|60|24|2|5|0|0|0|0|0|0|15/09/2001|27/02/2003|T||E|IT||43|0|0|0|0|0|0|0|0|

ITO_TRN|01023|1034007890|01/01/1980|01|M|2|4132|N|4|210|36|0|0|0|10|0|0|0|0|06/01/2003||||E|MA|4321|7|0|0|0|0|0|0|0|0|

#######################################################

##File Footer details

##Format: RECORD_TYPE|TOTAL_RECORDS|

###################################################

FOOTER|3|

Data Records

These records will appear in the file <filename>.IMP after the header record.

	The data may be either text, number or date format.

	Text 
	Alpha-numeric and may contain any combination of letters and numbers, and some special characters such as apostrophe or hyphen.

	Number
	Must be numeric only.

	Date
	Format DD/MM/YYYY as specified previous.


HEADER

	Field
	Description
	Mandatory
	Data
	Length
	Permitted Values

	RECORD_TYPE
	Record type identifier
	Yes
	Text
	6
	The string HEADER

	REPORT_

PERIOD_END_

DATE
	The date of the end of the quarter for which cumulative data is being reported.
	Yes
	Date
	10
	The last date of the quarter being reported


ITO_STAT

	Field
	Description
	Mandatory
	Data
	Length
	Permitted Values

	RECORD_

TYPE
	Record type identifier
	Yes
	Text
	8
	The string ITO_STAT

	ITO_

IDENTIFIER
	The unique numeric identifier for the ITO assigned by the Ministry of Education.
	Yes
	Number
	4
	ITO identifier

	NO_EMP_

WITH_TRN_

AGREEMENTS
	Number of employers with trainees that are or have been active within the year to date.
	Yes
	Number
	15
	Distinct count of the employers that have trainees with records in the data file.


ITO_TRN

	Field
	Description
	Mandatory
	Data
	Length
	Permitted Values

	RECORD_

TYPE
	Record type identifier
	Yes
	Text
	7
	The string ITO_TRN

	LOCAL_ID
	The ITOs reference number for the trainee.
	Yes
	Text
	50
	Alphanumeric or numeric string used to identify the trainee. NOT the line count of the record.

	NZQA_ID
	The NZQA ID for the trainee.
	No
	Text
	10
	This is validated through a check sum procedure. It is mandatory unless this record is for a Trade Certificate training programme.

	DATE_OF_

BIRTH
	The date of birth of the trainee.
	Yes
	Date
	10
	Valid date before the start date.

	ETHNIC_CODE
	The ethnicity of the trainee.
	Yes
	Text
	2
	01 = European

20 = Maori

30 = Pacific Island

89 = Other

00 = Not stated

	GENDER
	The gender of the trainee.
	Yes
	Text
	1
	M = Male

F = Female

N = Not Specified

	PREV_QUAL
	The highest previous qualification of the trainee.  That is the highest educational achievement of the trainee at their point of entry into industry training.
	Yes
	Number
	1
	0 = No Previous Qualifications

1 = 5th Form (or at least 12 credits at NQF level 1 or equivalent)

2 = 6th Form  (or at least 12 credits at NQF level 2 or equivalent)

3 = 7th Form (or at least 12 credits at NQF level 3 or equivalent)

4 = Sub Degree (National Certificate, NQF level 2-4) (Trade certificate, NQF level 4) 
(National Diploma, NQF level 5-6)

5 = Degree

6 = Not specified


	Field
	Description
	Mandatory
	Data
	Length
	Permitted Values

	PROG_ NUMBER
	The number of this training programme.
	Yes
	Number
	5
	This is the number allocated to the programme by The Tertiary Education Commission

	PROG_

CATEGORY
	The category of this training programme.
	Yes
	Text
	1
	N = National Certificate, National Diploma or Degree

T = Trade Certificate

L = Limited Credit Programme

	PROG_LEVEL_

ITO
	The level of this training programme.
	Yes
	Number
	1
	This must be the same as the level originally contracted for the programme and recorded by The Tertiary Education Commission.

	PROG _CREDITS
	The number of credits available in this programme.
	Yes
	Number
	3
	This must be the same as the credits originally contracted for the programme and recorded by The Tertiary Education Commission.

	PROG _DURATION
	The length of time in months to complete this programme.
	Yes
	Number
	2
	This must be the same as the duration originally contracted for the programme and recorded by The Tertiary Education Commission.

	L1CREDITS
	Trainee credits achieved at level 1
	Yes
	Number
	3
	Default of 0 to be reported if no total. Sum of the credits achieved by the trainee at level 1 in this training programme this year to date.

	L2CREDITS
	Trainee credits achieved at level 2
	Yes
	Number
	3
	Default of 0 to be reported if no total. Sum of the credits achieved by the trainee at level 2 in this training programme this year to date.

	L3CREDITS
	Trainee credits achieved at level 3
	Yes
	Number
	3
	Default of 0 to be reported if no total. Sum of the credits achieved by the trainee at level 3 in this training programme this year to date.


	Field
	Description
	Mandatory
	Data
	Length
	Permitted Values

	L4CREDITS
	Trainee credits achieved at level 4
	Yes
	Number
	3
	Default of 0 to be reported if no total. Sum of the credits achieved by the trainee at level 4 in this training programme this year to date.

	L5CREDITS
	Trainee credits achieved at level 5
	Yes
	Number
	3
	Default of 0 to be reported if no total. Sum of the credits achieved by the trainee at level 5 in this training programme this year to date.

	L6CREDITS
	Trainee credits achieved at level 6.
	Yes
	Number
	3
	Default of 0 to be reported if no total. Sum of the credits achieved by the trainee at level 6 in this training programme this year to date.

	L7CREDITS
	Trainee credits achieved at level 7
	Yes
	Number
	3
	Default of 0 to be reported if no total. Sum of the credits achieved by the trainee at level 7 in this training programme this year to date.

	L8CREDITS
	Trainee credits achieved at level 8
	Yes
	Number
	3
	Default of 0 to be reported if no total. Sum of the credits achieved by the trainee at level 8 in this training programme this year to date.

	START_DATE
	The actual date a trainee begins this training programme
	Yes
	Date
	10
	A valid date after the date of birth and before any exit date.

	EXIT_DATE
	The actual date the trainee exits this training programme.
	No
	Date
	10
	A valid date on or after the start date and on or before the quarter end date.

	EXIT_

INDICATOR
	This will indicate if the trainee has terminated or completed this training programme.
	No
	Text
	2
	Valid codes are:

C – intended training was completed and all credits reported for this training programme

T – intended training was terminated before the requirements of this training programme were completed and all credits reported 

	PREV_

CREDITS
	The number of credits the trainee has achieved towards this programme prior to signing up to this training programme with the ITO
	No
	Number
	2
	


	Field
	Description
	Mandatory
	Data
	Length
	Permitted Values

	TRAINEE_

CATEGORY
	Trainee employment category for this training programme.
	Yes
	Text
	2
	E = Employee

SS = State Sector

SE = Self Employed

V = Volunteer

	FUND_TYPE
	The source of the trainee’s funding for this training programme.
	Yes
	Text
	2
	IT = Normal Industry Training Fund

MA = Modern Apprentice

	COORDINATOR_ID
	Modern Apprenticeship Co-ordinator identifier
	No
	Number
	4
	A unique identifier for the Modern Apprenticeship co-ordinators assigned by The Tertiary Education Commission. Mandatory if the fund type is “MA”, must be null otherwise.

	LOCATION_

OF_

EMPLOYMENT
	Location of Trainees Employment
	Yes
	Number
	3
	Valid Location codes are from the list of Local Authority Area Codes listed in Appendix D of this Document

	L1NC_

ACHIEVED
	National Certificates achieved at Level 1.
	Yes
	Number
	1
	Default of 0 to be reported if no total. Count of level 1 National Certificates awarded to the trainee in this training programme this year to date. Refer to Appendix E.

	L2NC_

ACHIEVED
	National Certificates achieved at Level 2.
	Yes
	Number
	1
	Default of 0 to be reported if no total. Count of level 2 National Certificates awarded to the trainee in this training programme this year to date. Refer to Appendix E.

	L3NC_

ACHIEVED
	National Certificates achieved at Level 3
	Yes
	Number
	1
	Default of 0 to be reported if no total. Count of level 3 National Certificates awarded to the trainee in this training programme this year to date. Refer to Appendix E.

	L4NC_

ACHIEVED
	National Certificates achieved at Level 4.
	Yes
	Number
	1
	Default of 0 to be reported if no total. Count of level 4 National Certificates awarded to the trainee in this training programme this year to date. Refer to Appendix E.

	L5NC_

ACHIEVED
	National Certificates or Diplomas achieved at Level 5.
	Yes
	Number
	1
	Default of 0 to be reported if no total. Count of level 5 National Certificates or Diplomas awarded to the trainee in this training programme this year to date. Refer to Appendix E.


	Field
	Description
	Mandatory
	Data
	Length
	Permitted Values

	L6NC_

ACHIEVED
	National Certificates achieved at Level 6.
	Yes
	Number
	1
	Default of 0 to be reported if no total. Count of level 6 National Certificates or Diplomas awarded to the trainee in this training programme this year to date. Refer to Appendix E.

	L7NC_

ACHIEVED
	National Certificates achieved at Level 7.
	Yes
	Number
	1
	Default of 0 to be reported if no total. Count of level 7 National Certificates awarded to the trainee in this training programme this year to date. Refer to Appendix E.

	L8NC_

ACHIEVED
	National Certificates achieved at Level 8
	Yes
	Number
	1
	Default of 0 to be reported if no total. Count of level 8 National Certificates awarded to the trainee in this training programme this year to date. Refer to Appendix E.


FOOTER

	Field
	Description
	Mandatory
	Data
	Length
	Permitted Values

	RECORD_TYPE
	Record type identifier
	Yes
	Text
	6
	The string FOOTER

	TOTAL_

RECORDS
	Total trainee records
	Yes
	Number
	6
	The count of ITO_TRN records in the file.


 Appendix A

GLOSSARY OF TERMS AND DEFINITIONS

The following definitions apply to the terms used in this document.

Completion

Completion is when the trainee has fulfilled the requirements of the training programme that they were signed into.  No further activity is expected to take place in relation to that training programme.

Credit Achievement

Credit Achievement takes place and can be reported as such at the point the ITO accepts the credit achievement report of an assessor registered to assess credit achievement.  ITOs should be able to demonstrate an audit trail accordingly.

Credits

Credits are the credit values attached to unit standards registered on the National Qualifications Framework.

Employer

An employer is a corporate body or natural person that has the legal responsibility for making employment related decisions.  In other words, the body or person is legally liable for employment obligations under various Acts such as the Employment Relations Act, Annual Holidays Act, Health and Safety Act etc.

A good test is the corporate body or natural person who would be cited should a dispute arise between employer and employee.

Ethnicity

Ethnicity is as defined by the trainee in terms of ethnic groups as defined by the department of Statistics.

Exit Date

The Exit Date is the date on which the training programmes ceases, either by the trainee completing the requirements of the training programme or ceasing training activity.  It is an actual date of cessation, not a projected date.  All trainees will have an exit date at some point.  The Exit Date does not include expected end dates.
Exit Indicators

Trainees who complete training are explicitly defined by an EXIT_INDICATOR, which shows that the trainee has exited their training programme, either by termination or completion.

The Exit Indicator codes are:

(
C 
intended training was achieved and all credits reported

(
T
intended training was terminated before programme achieved and all credits reported

Gender

Gender is as defined by the trainee.  For reporting purposes we recognise the following:

(
Female

(
Male

(
Not Specified

Level

Level is the level of the training programme approved for funding purposes under Section 10 of the Industry Training Act. Level may also refer to the level of the unit standard or qualification linked to the national Qualifications framework.

Limited Credit Programme (LCP)

A programme comprising a group of unit standards, with a specific credit value, linked to a National Certificate for which the ITO has Section 10 approval.

Location of Trainees Employment

The physical location where the trainee is employed and is undertaking on-job training.  The trainee may have a different location each quarter if they change employer.

In cases where the employer is a National Organisation, the location of the trainee must be the location of the branch they work at, or in the case of a mobile work force across Local Authority areas, the home location of the trainee.

National Certificate Achievement

National Certificate achievement occurs at the point where the ITO is satisfied it, or the trainee or a provider, can demonstrate to NZQA that the trainee has completed the requisite requirements for achieving the certificate.  ITOs should be able to demonstrate an audit trail accordingly.

National Certificates (NC)

National Certificates are one of the types of qualifications that are registered on the National Qualifications Framework.

Qualification

The qualifications to which this document refers are the National Certificates registered on the National Qualifications Framework by the New Zealand Qualifications Authority. Note that there are other qualifications such as National Diplomas, which we do not currently record. 

Standard Training Measure (STM)

STMs are the base unit The Tertiary Education Commission contracts for with ITOs. An STM is defined as a total of 120 credits in an approved structured training programme and is calculated using the following formula:

STM = ((no. of trainees * programme credits) / (programme duration in months/12) / 120) / 4

Termination

Termination is when the training programme ceases without the trainee completing all of the requirements of the training programme.  Examples include ceased employment, unable to continue with training due to other circumstances etc.  Also refer to "Exit Indicators"

Trainee

A Trainee is an employee or qualifying self-employed contractor or volunteers who has signed a Training Agreement, which is registered with the ITO and qualifies for ITF funding.  The Performance Measurement System is designed to pick up all trainees who have active Training Agreements at some stage during a specified period. 

A Trainee will undertake the Training Programmes covered by their Training Agreement and, on successful completion, may be awarded a Qualification.

Training Agreement 

A Training Agreement is an agreement between an employer and employee or self-employed contractor or volunteers to provide and undertake training, which is registered with the ITO and qualifies for ITF funding, i.e. is:

(
linked to an employment agreement pursuant to the Employment Relations Act 2000 or other relevant legislation (except for volunteers and self employed contractors);

(
for a specified period of time;

(
for a minimum of 20 credits on the NQF;

(
linked to an approved programme in terms of Section 10 or 18 of the Industry Training Act     1992; and

(
registered with the ITO.

A Training Agreement may cover one or more Training Programmes.

Training Programme

The specific programme a trainee is undertaking, i.e. NC, LCP or TC.  A trainee can undertake more than one training programme simultaneously.

RELATIONSHIPS

The following diagram represents the relationships between Programmes, Training Agreements, and Qualifications.  It is a simplified entity diagram. 



An ITO may be a party to one or more Training Agreements

An Employer may be a party to one or more Training Agreements

An Industry Trainee is a party to one or more Training Agreements

A Training Agreement covers one or more Training Programmes

A Training Programme may result in one or more Qualifications

A Trainee may Achieve one or more Qualifications

Some training Programmes are National Certificates, some are Limited Credit Programmes, some are Trade Certificates.

Appendix B

SECTION 10 APPLICATIONS

PROGRAMME NAME CONVENTIONS

National Certificates

The following format is designed to suit National Certificates that may or may not have strands. 

Please ensure that:

· Title starts with “NC in..”   

· Strand (if applicable) is preceded by a dash ”-“. 

· Qualification level is included in brackets “(L#)”.

Format:

NC in “Programme Name” – “Strand” (“level”)

E.g.
Qualification with no strand:  

NC in Barbering (L3)

Qualifications with strands:

NC in Shearing – Senior Blade (L4)

NC in Painting and Decorating – Industrial Coatings (L3)

In cases where the training programme has multiple strands that are not separated, please use the following format:

Format:

NC in “Programme Name” – “Strand, Strand, Strand” (“level”)

E.g.
NC in Large Passenger Service - Urban, School Bus, Long Haul (L3)


NC in Large Passenger Service – with strands (L3)

In cases where there are training programmes of the same name and level but different versions or credit values, please include the version or credit value as a strand.

Format:

NC in “Programme Name” – “Version” (“level”)

E.g.
NC in Ambulance  – Version 1 (L4)


NC in Ambulance  – Version 3 (L4)

In cases where there are training programmes of the same name, strand and level but different versions or credit values, please include the version or credit value after the strand.

Format:

NC in “Programme Name” – “Strand, Version” (“level”)

E.g.
NC in Industrial Machine Knitting – Supervisor, Version 1 (L4)


NC in Industrial Machine Knitting – Supervisor, Version 3 (L4)

Limited Credit Programmes

These are programmes that are not registered as qualifications on the NQF but have section 10 approval from The Tertiary Education Commission.  

Please ensure that:

· the title starts with “LCP”   

· a dash precedes the programme name

· the full programme name is used “NC in …… (L#)”

· the credit value is included in brackets “(C#)”.

Please note that limited credit programmes must be linked to a national certificate for which the ITO has section 10 approval.

Format:

Use this format for programmes:

LCP – Programme Name (“credit value”) 

E.g.
LCP – NC in Industrial Machine Knitting (L4) (C20)


LCP – NC in Industrial Machine Knitting – Supervisor (L4) (C30)

Trade Certificates/Apprenticeships

Trade Certificates and Apprenticeships also need to be consistently recorded.  Please ensure that:

· the title starts with “TC in …”   

· the “programme name” is the name that best describes the qualification

· the type of qualification, e.g. trade certificate, apprenticeship, traineeship is preceded by a 

dash “-“.

· the credit value is included in brackets “(C#)”.

Format:

TC “Programme Name” – “Type” (“credit value”)

E.g.
TC in Flat Glass Glazing – Apprenticeship (C105)


TC in Cabinetry – Traineeship (C85)

Appendix C

REPORTING DUPLICATE PROGRAMME NAMES FOR TRAINEES

Valid Duplicates

1.
Where a trainee is reported twice (or more) in the same programme and the second record has a Start Date on or after the Exit Date of the first record.

Example:

	Qual Title
	Start Date
	Exit Date

	NC in Learning (L4)
	23-06-1999
	01-05-2000

	NC in Learning (L4)
	06-06-2000
	


Invalid Duplicates

1.
Where a trainee is reported twice (or more) in the same programme with no Exit Dates - either with the same or different Start Dates.

Example:

	Qual Title
	Start Date
	Exit Date

	NC in Learning (L4)
	23-06-1999
	

	NC in Learning (L4)
	16-09-1999
	


2.
Where a trainee is reported twice (or more) in the same programme and the second record has a Start Date before the Exit Date of the first record.

Examples:

	Qual Title
	Start Date
	Exit Date

	NC in Learning (L4)
	23-06-1999
	01-05-2000

	NC in Learning (L4)
	30-04-2000
	


	Qual Title
	Start Date
	Exit Date

	NC in Learning (L4)
	23-06-1999
	01-05-2000

	NC in Learning (L4)
	30-04-2000
	28-09-2000


Appendix D

LOCAL AUTHORITY CODES 

Set out below list of valid codes to represent the location of the trainees.

	Location Code
	Description
	The Tertiary Education Commission Region

	1
	Far North District
	Northland

	2
	Whangarei District
	Northland

	3
	Kaipara District
	Northland

	4
	Rodney District
	Tamaki Makaurau

	5
	North Shore City
	Tamaki Makaurau

	6
	Waitakere City
	Tamaki Makaurau

	7
	Auckland City
	Tamaki Makaurau

	8
	Manukau City
	Manukau

	9
	Papakura District
	Manukau

	10
	Franklin District
	Manukau

	11
	Thames-Coromandel District
	Waikato

	12
	Hauraki District
	Waikato

	13
	Waikato District
	Waikato

	14
	Hamilton City
	Waikato

	15
	Matamata-Piako District
	Waikato

	16
	Waipa District
	Waikato

	17
	South Waikato District
	Waikato

	18
	Otorohanga District
	Waikato

	19
	Waitomo District
	Waikato

	20
	Western Bay of Plenty District
	Bay of Plenty

	21
	Tauranga District
	Bay of Plenty

	22
	Rotorua District
	Bay of Plenty

	23
	Kawerau District
	Bay of Plenty

	24
	Whakatane District
	Bay of Plenty

	25
	Opotiki District
	Bay of Plenty

	26
	Taupo District
	Bay of Plenty

	27
	Gisborne District
	Eastern Coast

	28
	Wairoa District
	Eastern Coast

	29
	Hastings District
	Eastern Coast

	30
	Napier City
	Eastern Coast

	31
	Central Hawkes Bay District
	Eastern Coast

	32
	New Plymouth District
	Central

	33
	Stratford District
	Central

	34
	South Taranaki District
	Central

	35
	Ruapehu District
	Central

	36
	Wanganui District
	Central

	37
	Rangitikei District
	Central

	38
	Manawatu District
	Central

	39
	Palmerston North City
	Central

	40
	Horowhenua District
	Central

	41
	Tararua District
	Central

	43
	Masterton District
	Wellington


	Location Code
	Description
	The Tertiary Education Commission Region

	44
	Kapiti Coast District
	Wellington

	45
	Upper Hutt City
	Wellington

	46
	Porirua City
	Wellington

	47
	Wellington City
	Wellington

	48
	Hutt City
	Wellington

	49
	South Wairarapa District
	Wellington

	50
	Carterton District
	Wellington

	51
	Tasman District
	Nelson/Marlborough/West Coast

	52
	Nelson City
	Nelson/Marlborough/West Coast

	53
	Malborough District
	Nelson/Marlborough/West Coast

	55
	Buller District
	Nelson/Marlborough/West Coast

	56
	Grey District
	Nelson/Marlborough/West Coast

	57
	Westland District
	Nelson/Marlborough/West Coast

	58
	Kaikoura District
	Canterbury

	59
	Hurunui District
	Canterbury

	60
	Selwyn District
	Canterbury

	61
	Waimakariri District
	Canterbury

	62
	Christchurch City
	Canterbury

	63
	Banks Peninsula District
	Canterbury

	64
	Ashburton District
	Canterbury

	76
	Chatham Islands County Council
	Canterbury

	65
	Timaru District
	Southern

	66
	Waimate District
	Southern

	67
	Mackenzie District
	Southern

	68
	Waitaki District
	Southern

	69
	Queenstown-Lakes District
	Southern

	70
	Central Otago District
	Southern

	71
	Dunedin City
	Southern

	72
	Southland District
	Southern

	73
	Gore District
	Southern

	74
	Clutha District
	Southern

	75
	Invercargill District
	Southern


Appendix E

REPORTING MULTIPLE NATIONAL CERTIFICATES ACHIEVED FOR ONE TRAINING PROGRAMME

Below are several examples of when you can report multiple National Certificate achievement against one training programme.

1.
Staircased Qualifications

This is where the training programme reported comprises more than one National Certificate. For example, a trainee signs into a level 4 programme and on the way to completing that programme gains a Level 2 and a Level 3 National Certificate.

Practical Example

Joe Bloggs is signed up to do a National Certificate in Learning (L4) - Programme Number 1112. 

This is a level 4 programme that is 200 credits and will take 3 years to complete. 

Once he has completed 100 credits he will achieve the Level 2 NC and once he completes 140 credits he will achieve the Level 3 NC. 

Once he has completed all 200 credits he will achieve the Level 4 NC. 

At the end of February 2003 Joe has achieved 145 credits – 50 of these credits were reported since 1st January 2003.  This is how he would appear on the Q1 2003 electronic file:

ITO_TRN|123|0004446457|01/01/1975|01|M|2|1112|N|4|200|36|10|15|15|10|0|0|0|0|1/1/2001||||E|IT||7|0|1|1|0|0|0|0|0|
This record shows that Joe has not completed the Level 4 programme he has signed up to, but has gained a Level 2 NC and a Level 3 NC as part of this programme.

Note that the field for Exit Indicator (to show Completions and Terminations) remains blank as Joe is still a current trainee.

2.
National Certificates additional to the reported Training Programme

This is where the training programme reported comprises one National Certificate, but along the way to achieving this, the trainee realises that they actually have most of the credits for another National Certificate.  By doing just a few additional credits they will gain another National Certificate.  This additional National Certificate must be within the ITOs Section 10 approval and comprise no more than 20% additional credits on top of the original National Certificate credit value.

Practical Example 1

Joe Bloggs is signed up to do a National Certificate in Teaching (L3) - Programme Number 999.

This is a level 3 programme that is 150 credits and will take 3 years to complete. 

Once he is part way through, Joe realises that by doing an additional 5 credits he can gain a National Certificate in Health and Safety (L2) (a 50 credit programme – 45 credits of which are included in the National Certificate of Teaching (L3)). 

Joe did these additional 5 credits in February so gained the National Certificate in Health and Safety (L2) and is still working towards the National Certificate in Teaching (L3).  

This is how he would appear on the Q1 2003 electronic file:

ITO_TRN|123|0004446457|01/01/1975|01|M|2|999|N|3|150|36|0|10|5|0|0|0|0|0|9/8/2002||||E|IT||7|0|0|1|0|0|0|0|0|
This record shows that Joe has not completed the Level 3 programme he has signed up to, but has gained a Level 2 NC whilst undertaking this programme.

Note that the field for Exit Indicator (to show Completions and Terminations) remains blank as Joe is still a current trainee.  Also, he has not been reported in a separate programme for the National Certificate in Health and Safety (L2).

Practical Example 2

Joe Bloggs is signed up to do a National Certificate in Teaching (L3) - Programme Number 999. 

This is a level 3 programme that is 150 credits and will take 3 years to complete. 

Once he is part way through, Joe realises that by doing an additional 45 credits he can gain a National Certificate in Health Teaching (L2) (a 90 credit programme – 55 credits of which are included in the National Certificate of Teaching (L3)).  

Because these additional 45 credits are more than 20% of his original 150 credit programme Joe would have to be reported in the second programme separately if his achievement is to be reported.  

The start date for this record would be when he commenced the additional unit standards.  

Joe did these additional 45 credits in February so gained the National Certificate in Health Teaching (L2) and is still working towards the National Certificate in Teaching (L3).  

This is how he would appear on the Q1 2003 electronic file:

ITO_TRN|123|0004446457|01/01/1975|01|M|2|999|N|3|150|36|0|0|5|0|0|0|0|0|9/8/2002||||E|IT||7|0|0|0|0|0|0|0|0|

ITO_TRN|123|0004446457|01/01/1975|01|M|2|56|N|2|90|24|0|45|0|0|0|0|0|0|11/01/2003|26/03/2003|C||E|IT||7|0|1|0|0|0|0|0|0|
This record shows that Joe has not completed the original Level 3 programme he has signed up to, but has completed a separate Level 2 National Certificate.

Annex 1

PERFORMANCE MEASUREMENT GUIDELINES 

These Performance Measures are all based on the premise that trainees have a signed Training Agreement with an ITO to undertake one or more Training Programmes.

Please note that trainees with an exit_date before the calendar year will not be counted in any of the measures below.

Performance Measure One

“Number of individual employers with training agreements registered with the ITO during the calendar year.”

Comment

The objective of this measure is for each ITO to report the number of employers who provided structured industry training places for their employees during the calendar year. 

ITOs should count the number of employers with registered trainees at the beginning of the period and add to this figure the number of new employers who register for training during the period.

Calculation

Number of individual employers as stated in the field no_emp_with_ trn_agreements in the ITO_STAT record.
Performance Measure Two

“Percentage of employers in an industry with training agreements registered with the ITO during the calendar year”.

Comment

This information is not collected as part of the electronic transfer specified in the File Specifications.  

This information will be collected on an ad hoc basis.

Performance Measure Three

“Number of individuals with training agreements registered with the ITO during the calendar year”.

Comment

The objective of this measure is to report how many trainees each ITO has active during the calendar year.

This is a count of the number of individuals who were registered with the ITO during the period.

Calculation

For each ITO, count the number of individual trainees using the local_id. If the trainee is in more than one training programme with the same ITO, only count them once.

Performance Measure Four

“Percentage of individuals in an industry with training agreements registered with the ITO during the calendar year”.

Comment

This information is not collected as part of the electronic transfer specified in the File Specifications.  

This information will be collected on an ad hoc basis.

Performance Measure Five

“Number of European/Maori/Pacific Island/female/male trainees registered with the ITO during the calendar year”.
Comment

The objective of this measure is to report the ethnicity and gender of individual trainees each ITO has had registered during the calendar year.

Ethnicity is to be reported in one of 5 categories:

· European

· Maori

· Pacific Island

· Other

· Not stated.

Calculation

For each ITO, count the number of individual trainees, using the local_id, who belong to the following categories:

European ethnic_code = 01

Maori ethnic_code = 20
Pacific Island ethnic_code = 30

Other ethnic_code = 89

Not Stated ethnic_code = 00

Female gender = F

Male gender = M
Not Specified GENDER = N

If the trainee is in more than one training programme with the same ITO, only count them once. 
Performance Measure Six

“Age of trainees registered with the ITO during the calendar year”.

Comment

The objective of this measure is to report the age profile of trainees each ITO has had registered during the calendar year. 

Calculation

For each ITO, count the number of individual trainees, using the local_id, who are in each combination of ethnic_code, gender and age group. 

If the trainee is in more than one training programme with the same ITO, only count them once.

Use the date of birth to calculate the trainee’s age group as at the end of the quarter being reported on.

Performance Measure Seven

“Number of trainees at each programme level registered with the ITO during the calendar year”.

Comment

The objective of this measure is to identify the NQF level of the programme that trainees are undertaking during the calendar year. Limited credit programmes should be classified by level along the following lines.

The level of a limited credit programme is the level of the credits, which constitutes 50% of the credit level of the programme.  E.g. programme credits = 30 comprising 15 credits at level 1, 10 credits at level 2 and 5 credits at level 3 would be classified as a level 1 programme.

It is possible that some limited credit programmes do not have a majority of credits at one level.  In this case, the credit level that comprises the largest group in the programme should be used to determine the level.

Calculation

For each ITO, count the number of trainees, using the local_id, who are in each combination of ethnic_code, gender and prog_level_ito (programme level). 

If the trainee is in more than one training programme with the same ITO, they are counted for each training programme.

Performance Measure Eight

“Previous highest education achievement of trainees registered with the ITO during the calendar year”.
Comment

The objective of this measure is to record and report the highest educational achievement of trainees at their point of entry into industry training.  

Educational achievement covers a wide range of possibilities.  In order to minimise compliance costs for all parties, a classification system has been developed which is designed to be indicative of the level of educational achievement.  

Accordingly, ITOs should record the highest educational achievement of trainees at the point at which they sign the training agreement as follows:

· none

· 5th form qualification or at least 12 credits at level one

· 6th form qualification or at least 12 credits at level two

· 7th form qualification or at least 12 credits at level three

· tertiary qualification at sub degree (national certificate, trade certificate, diploma)

· tertiary qualification at degree level.

As there are many variations within the broad definitions stated above, trainees will self define how they classify themselves within these definitions. 

Calculation

For each ITO, count the number of individual trainees, using the local_id, who are in each combination of ethnic_code, gender and prev_qual (previous highest education achievement). 

If the trainee is in more than one training programme with the same ITO, only count them once.

Performance Measure Nine

“The average number of credits per training programme registered with the ITO during the calendar year”.

Comment

The objective of this measure is to record the volume of training at the aggregate level that trainees intend to achieve within the calendar year.

It is recognised that because the calendar year is a construct placed over an ongoing process of registration of training programmes and achievement of credits, there is an element of overs and unders in this measure.  

For example, a training programme registered towards the end of the year is unlikely to contribute to credit achievement during the period but may contribute to higher achievement than expected the following year.

Calculation

For each ITO, calculate the total number of credits the trainees are intending to achieve in the 12 month period and divide by the number of training programmes registered i.e. = ((sum(prog_credits)/((sum(prog_duration)/12))/(count(local_id)).  

Note that if a trainee is in more than one programme with the same ITO, they will be counted more than once.

Performance Measure Ten

“The average number of credits achieved per training programme registered with the ITO during the calendar year”.

Comment

The objective of this measure is to record the volume of training at the aggregate level that trainees actually achieve within the calendar year.

Calculation

For each ITO, add the number of credits achieved at all levels, and divide this by the number of training programmes registered, i.e.

=  (sum(L1CREDITS) + sum(L2CREDITS) + sum(L3CREDITS) + sum(L4CREDITS) + sum(L5CREDITS)  +  sum(L6CREDITS) + sum(L7CREDITS) + sum(L8CREDITS) ) / count(LOCAL_ID) 

Note that if a trainee is in more than one programme with the same ITO, they will be counted more than once.

Performance Measure Eleven

“The number of national certificates achieved by trainees registered with the ITO during the calendar year”.

Comment

The objective of this measure is to record and report the number of national certificates that trainees have achieved during the calendar year through ITO managed training programmes.

Calculation

For each ITO, add the number of national certificates achieved during the year. Note that this does not take into account the level of the certificates. 

= sum (NC_ACHIEVED)

Performance Measure Twelve 

“The number of trainees who terminate their training during the calendar year prior to completing the training programme specified in their training agreement”. 

Comment

The objective of this measure is to record and report the ‘drop out rate’ from industry training.  The intention is to capture trainees who cease being trainees before completing the training programme they agreed to undertake. 

It is not intended to include trainees who have transferred from one employer to another within a 6-week timeframe and who are continuing with the same training programme. 

ITOs need to ensure that the necessary paper trail exists to verify that the transfer of the training programme has occurred within the prescribed timeframe. 

ITOs should report these trainees as continuing in training, i.e. there should be no “exit indicator” for trainee records in these cases.

Also, it does not include trainees who have not completed a training programme in the expected timeframe and who are continuing with their training agreement.

ITOs should report the number of terminations during the calendar year, which meet the above criteria. 

Calculation

For each ITO, count the number of trainees who have ceased to be trainees because of termination i.e. count distinct (LOCAL_ID) where COMPLETION_INDICATOR = “T” for all training programmes for the trainee for the period.

Performance Measure Thirteen

“The percentage of trainees who terminate their training programme during the calendar year prior to completing the training programme specified in their training agreement”.

Comment

The objective of this measure is to obtain an indication of the ‘drop out’ incidence rate.

This is achieved by comparing the number of terminations reported under Performance Measure Twelve with the number of trainees registered with the ITO as captured by Performance Measure Three.

Calculation

= (count distinct (LOCAL_ID) where (COMPLETION_INDICATOR = “T” for all programmes for that trainee for the period * 100)/ count distinct (LOCAL_ID)

Performance Measure Fourteen

“The number of credits achieved per level by all trainees and by European, Maori, Pacific Island, Other, Not Stated, Female and Male trainees during the calendar year”.

Comment

The objective of this measure is to record and report credit achievement by trainee characteristics – NQF level, gender and ethnicity.

Calculation

For each ITO, count the number of credits achieved at each level by individual trainees, using the local_id, who are in each combination of ethnic_code and gender, Credits at each level are the sum of L1CREDITS, L2CREDITS etc.

Performance Measure Fifteen

“The number of credits achieved per level by trainees by previous highest educational achievement during the calendar year”.

Comment

The objective of this measure is to record and report credit achievement by trainee characteristics – previous highest educational achievement.

Calculation

For each ITO, count the number of credits achieved at each level by trainees, using the local_id, for each prev_qual (previous highest educational achievement), Credits at each level are the sum of L1CREDITS, L2CREDITS etc.

Performance Measure Sixteen

“The number of national certificates achieved per programme level for all trainees and by European, Maori, Pacific Island, Other, Not Stated, Male and Female trainees during the calendar year”.

Comment

The objective of this measure is to record and report national certificate achievement by trainee characteristics – NQF level, gender and ethnicity.

Calculation

For each ITO, sum nc_achieved (National Certificates) achieved at each programme level by trainees who are in each combination of ethnic_code and gender, 

The level of the National Certificates is derived from the level of the training programme being reported. 

Note that this may not accurately reflect the level of national certificates achieved where there is stair-casing and the certificates are all reported against the highest level.
Performance Measure Seventeen

“The number of national certificates achieved per programme level for all trainees by previous highest educational achievement during the calendar year”.

Comment

The objective of this measure is to record and report national certificate achievement by trainee characteristics – previous highest educational achievement.

Calculation

For each ITO, sum nc_achieved (National Certificates) achieved at each programme level by trainees for each value of prev_qual (previous highest educational achievement), 

The level of the National Certificates is derived from the level of the training programme being reported. 

Note that this may not accurately reflect the level of national certificates achieved where there is stair-casing and the certificates are all reported against the highest level.
Performance Measure Eighteen

“The $ cash cost per credit achieved by trainees during the calendar year in total and for Government, employers/trainees.”

Comment

The intention of this measure is to capture the unit cost of credit achievement.  

ITOs are not required to report finalised PM18 figures to The Tertiary Education Commission until March each year therefore this information will not be gathered as part of the electronic transfer specified in the File Specifications.  

The Tertiary Education Commission will provide a template for reporting this separately.

Other Measures

The Tertiary Education Commission will be able to use the information collected from ITOs in the electronic transfer to run ad hoc queries, in particular relating to stock figures at the end of each quarter.

Other Comments

The Tertiary Education Commission intends to publish summary reports of trainee achievement and characteristics e.g. age, ethnicity, gender, level, and previous educational achievement.
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