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1 Document Control

1.1 Version history

	Release Date
	Author
	Iteration
	Version
	Changes/Comments

	30/04/2010
	TEC
	1
	12.0
	Release version iteration 1

	12/05/2010
	TEC
	2
	19.0
	Release version iteration 2

	01/06/2010
	TEC
	3
	25.0
	What can I do now?- new
Register programme – updates
Limited credit programmes – new
14.6 Supplementary Credit Programmes (SCP) - new
15 Register Complex Modern Apprenticeship ProgrammeRegister MA – add to business impacts
Training agreement – add validation rules
Add Ts and Cs references throughout
General formatting and readability changes

	09/06/2010
	TEC
	4
	26.0
	NQ enrolments may be in many programmes at the same time (incl SCP/LCP) with target NQ
Details of complex MA enrolments
Registering an MA programme with extra units (not incl. in sub-programmes)
Enrolling in an MA with extra units
Remove need for units to be listed on standard programme registrations

	24/06/2010
	TEC
	5
	27.0
	Complete programme enrolment – LCP/SCP
Learner event history
‘Preparing for the ITR’ section
Add references to TEC policy docs/websites.
Enrolment type code renamed funding source code.

	21/7/2010
	TEC
	7
	31.0
	Add refs to ‘Preparing for the ITR’ section.

Subsections for ‘Preparing for the ITR’ section.

Add validation rules around enrolments.

More detail on NSN requirement in learner details.

	04/8/2010
	TEC
	8
	32.0
	Add/confirm validation rules for programmes


1.2 References

	Document
	Ref #
	Author
	Version/ Release Date

	STATS statistical standards
	
	Statistics New Zealand
	1/6/2005

	ITR Business Impacts Guide
	A543645
	Tertiary Education Commission
	TBA

	ITR Guide to integration
	
	Tertiary Education Commission
	TBA


2  Introduction

2.1 Document Purpose

Note: this document is evolving as the details of the project are decided. It will be revised approximately every two weeks. Please check the TEC website for the most up to date version.  

The Industry Training Register (ITR) is an online data collection service that captures information about activity in the tertiary education sector as it happens.  The ITR is particularly focused on capturing information about learners and the events that happen to them while they’re engaged in tertiary education.  Examples of such events include enrolment, completion, and achievement of unit standards or a qualification.  

This document is for ITO and MAC staff at the management and operations levels.  It is designed to give them a good idea of the impact on their business of the changes from a quarterly batch reporting system to a near-real-time reporting system.  It is designed to be read in conjunction with the ITR Schema Definition which gives the detail of the data items and formats for reporting.

We are including as much information as we have available at the time with the intention that ITOs, MACs and vendors can prepare well ahead of the expected go-live date for ITR.  Although this applies generally to the document, where something is included which will explicitly be confirmed later it will have this symbol beside it - (.  

We recognise that this draft of the document is in an unpolished state, but there has been demand to have information as soon as it is available.  All questions and comments can be sent to the TEC Service Centre. 
Throughout this document there are reference to codes, lists etc.  The details of the codes for each data item are in the associated document ITR schema Definition which is also available on the TEC website.

2.2 Audience

The audience for this document includes:

· CEOs and management personnel at ITOs and MACs;
· Operations staff at ITOs and MACs;
· Vendors of TMS systems.
2.3 Document Scope

This document covers the impacts expected on how ITOs and MACs operate day-to-day and the preparation work which will be required for switching to this near-real-time reporting system.

2.4 Getting help
Check the ITO section of the TEC website: OR Email TEC: ITRfeedback@tec.govt.nz
3 Preparing for the ITR

ITOs and MACs can start preparing now for the ITR.  Each of these points is discussed in further detail in the relevant section of the document shown below. Things they can do include:
3.1 ALL
· Sign up for news updates to be sent to you automatically as information is released

· Ensure current staff clearly understand the published TEC policies and funding rules

· Can be found on the TEC website under funding rules and conditions pages, ITO rules and conditions and in section 5.4 of this Business Impacts document

· Develop standard business processes to deal with changes and re-train as necessary

· Details can be found in this document.
3.2 ITO

Business

· Get master National Student Numbers for all learners 
· See section 5.4.1 of this document on NSNs:
· See section 7.4.1 of this document on National Student Numbers (NSN);

· Consolidate existing programmes 
· See section 14.4.1 of this document on Programmes leading to National Qualifications
· Exit trainees and expire little used programmes 
· See section 5.4.2 Data cleansing
· Remove duplicate trainees

· See section 7.4.1 National Student Numbers (NSN) 

· Complete / withdraw learners who have not achieved for some time or are well over duration 
· See section 9.4 Business Impacts
· Reconcile completions between TEC and NZQA before Dec 21010 so that they match 
· See section 5.4.7 Clusters 

· Cluster with other institutions to share knowledge, development costs and business systems 
· See section 5.4.7 Clusters
· Think about how to register programmes, so that LCPs can be allocated appropriately against the NQ
· See section 14.5 Limited Credit Programmes
· Examine and work on the relationship between the ITO and MAC in order to make it synergistic and maximise trainee/apprentice success (contact the ITF for examples) 
· See section 5.4.7 Clusters
· ITOs to work with the MAC to make the reporting process as simple as possible 
· See section 5.4.7 Clusters
· Examine situations which are already outside the TEC operational policy e.g. duplicate payments for units or enrolments, enrolments over 70 or under 20 credits/year 
· See the TEC website for ITO rules

· Review and revise training agreement format to gather new data about trainees 
· See section 8 Training Agreement
Technical

· Ensure the IT system will support ITR transactions – allow for change to current systems or select a new one 
· Get an ESAA login 

· See section 6.5 Business Impacts
· Note, this section will be updated in Iteration 8, to include ESAA role names.

· Develop the relationship with your IT vendor to determine what ITO/MACs can work on now and the schedule for changes up to go-live of the ITR 
· Later in 2010 – work with vendor to connect to the test system through the TMS.  Start submitting programmes to the test system to check that they pass registration 
3.3 MAC

· Agree with ITO what reporting is required – including the only TEC required data

· See section 5.4.7 Clusters 

· Examine and work on the relationship between the ITO and MAC in order to make it synergistic and maximise trainee/apprentice success (contact the ITF for examples) 
· See section 5.4.7 Clusters
· MACs to understand the TEC funding process – what are the implications for the ITO and the trainee if the MAC does not perform (or the ITO does not perform) 
· See the TEC website and section 5.4 of this Business Impacts document.
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4 Template

4.1 Impact Rating – H/M/L

4.2 Key points to note
4.3 Data

Existing Data Collected:

	Item
	Comments
	Still Collected?
	Comment

	
	
	
	


New information we will be collecting:

	Item
	Comments

	
	


4.4 Business Impacts

4.5 Tool specific recommendations

5 General Business Impact Messages

5.1 Impact Rating - H

5.2 Key points to note

· For all 2011 reporting ITOs will be using the ITR;
· Once this system is place the TEC will no longer be able to accept quarterly spreadsheet submissions;
· Reporting will be almost in real time. Each transaction event is reported individually, not in batches of all quarterly information as now;
· TEC is looking at approaches to simplifying MAC payments.  Note: ITOs are already funded monthly;
· Funding will be based on this close to real time data rather than on quarterly batch returns;
· Completions will be reported through NZQA only – the TEC will access learner achievement information directly from NZQA;
· This process is an opportunity for ITOs and MACs to assess all their data - programmes, learners etc – and clean it. ITOs will be expected to acknowledge that they are complying to the TEC Terms and Conditions at various points in the process;
· ITOs will affirm that they are responsible for the security and accuracy of the information which they are providing to TEC;
· ITOs are encouraged to form clusters in order to benefit from sharing knowledge and costs;
· The system will record every event which happens, who it was actioned by and when;
· Examine and work on the relationship between the ITO and MAC in order to make the process easy and consistent – perhaps create a Memorandum of Understanding as to how the process will work.  

5.3 Guiding Principles

· Try to reflect what is actually happening in the sector – no artificial constructs;
· Reflect the data an ITO holds in their system;
· TEC data will be updated by the ITO TMS.  Any irregularities will need to be corrected in the ITO TMS which will then pass this through to TEC.  It is the concern of the ITO to ensure that the data they supply is up to date.  Data submitted to TEC will either pass validation or an error will be returned to the TMS.  Data will be saved at TEC only once it passes validation – there will be no ‘pending’ information;
· The data in the system reflects a conversation between an ITO, a trainee and an employer;
· The ITO talks to the employer and articulates how this programme of learning contributes to the employer and the trainee.  From this constructive conversation the details of the Training Agreement are agreed.  This then translates into a Training Plan which is a more detailed plan around the mandated 4 visits per year by MACs.  As a clear definition of what the employers and trainees in the market require, this agreement and plan can then be shown as manifestations of the investment plan which the ITO and MAC agree with TEC;
· Validation will be applied according to that applied by the NZ Statistics dept unless otherwise required;
· Do not duplicate data collection but use master data sector view wherever possible;
· TEC will be initially comparing and later sourcing data from the other tertiary sector institutions – MOE and NZQA.  Tertiary sector organisations, including ITOs and MACs need to be aware of this.  It is important that ITOs and MACs tidy up the data in these different areas, so that it is consistent.  This way we have a single version of the truth which is used by all systems.

[image: image2.wmf]
(NOTE: NZQA completion data will be used for completion of trainees.  It is the responsibility of the ITO to enter completions with NZQA for reporting purposes. ITR will look for completion of the relevant qualification.  It will then check that all of the units listed against this enrolment have been completed.  The programme will only be completed when the qualification has been awarded AND all of the units required for this trainee to complete their training agreement have been completed.  It is expected that ITOs will report completion of units is a timely manner.  TEC will be aware of unit completions over time and any anomalous final completions will be monitored in regular audits. 

The only exceptions will be when the trainee has already completed a qualification and is now completing a Supplementary Credit Programme (SCP) which does not lead to a new qualification in its own right, when the completion notification may come from the TMS.  As ITR is sourcing this data from NZQA, TEC will be independent of the source of the completion information – this may mean that completions from one source will affect other enrolments which that trainee is enrolled in.  ITOs can start to reconcile completions for their trainees now in preparation for ITR.

5.4 Business Impacts

The ITR is going to change the way in which ITOs and MACs report their trainee information to TEC.  Reporting will move from a quarterly, spreadsheet-based system to a near-real-time transaction-by-transaction flow of information from the ITO TMS to the TEC.  This means that, not only will the data the TEC has be a consistent reflection of the data the ITO holds in their records but that errors and issues with programmes, learners and enrolments will be notified almost immediately instead of months of reconciliation and processing time.

ITO/MACs will control their data.  The ITR is simply a means of reporting changes in the TMS and will only reflect the data which an ITO holds.  The ITR cannot change the ITO data.  It is up to the ITO/MAC to take responsibility for the accuracy and security of the data - it is simply a mirror of the information held at the ITO.

Beyond the implementation date of this system (early January 2010), the TEC will not accept spreadsheet submission of quarterly data.  Should an ITO be unable to submit their data at this point they should put in place some contingencies to cover the shortfall in TEC funding until their system is in place.

Linking the investment plan to actual enrolments - The investment plan for each organisation details the learning needs which the ITO/MAC is addressing and the initiatives they are implementing to attend to those needs.  The ITR data should link to the investment plan.  Every programme and every start, change to and ending of an enrolment should reflect an individual’s training needs.  
The ITR aims to be flexible enough to reflect the actual situation in the training sector.  It is important that the process is suitably flexible so that the learner is supported to achieve appropriate goals for them and their employer.

Future funding will in part be dependent on past performance. ITOs need to support MACs in the achievement of credits and completions by modern apprentices as this achievement is reflected in ITO performance.  It is up to ITOs to enrol trainees and report achievement quickly and completely.  It will now be possible to register performance on those trainees who would have started and completed within a quarter, and therefore did not appear or count towards STMs in the past.

Existing active programmes will need to be loaded by the ITO at the beginning of the ITR launch process.

It is expected that the ILU will cease to be used for any reporting from January 2011 – this means that all December 2010 reporting will need to be finalised, and preparation for ITR be completed in the Dec 2010/Jan 2011 period.  It is expected this will be a high activity period for ITOs and MACs although ITOs will be able to start work with their vendors from the middle of 2010 – data cleansing, matching records between the TMS, TEC and NZQA, and preparing lists of active programmes and learners for upload into the TMS and then into the ITR.  
It is expected that there will be an environment available prior to the 2010 go-live date for ITOs to test submitting their programmes and enrolments so that they are prepared when the systems goes live.  This additional effort at the beginning of the process will be off-set by the automated reporting and reduce compliance effort from then onwards.  Data for the Ministers report based on the first quarter of 2011 will come via the ITR.
5.4.1 NSNs:
ITOs can already verify learner details against the NSI.  TEC expects that ITOs/MACs will begin checking NSN (National Student Number) details now so that when the system goes live current learners will be ready to be loaded.  ITOs and MACs can already get connected to the NSI in order to start preparing for the ITR.  The NSN is required for any learner data to be loaded into the ITR.

5.4.2 Data cleansing: 
This process is an opportunity for ITOs and MACs to assess all their data - programmes, learners etc and clean it.  Re-assessing credits, holds etc will mean they better manage learner duration, and evaluate those qualifications which are little used.  
Using the 80/20 rule, there are 20% of the programmes which have 80% of the active learners, and 20% of programmes which are no longer or little used.

5.4.3 Durations:  
The ITR will allow the TED to refine metrics around completion and duration to reflect the actual learning involved in an enrolment.  If the average actual average duration of a programme is very different from the duration nominated at programme registration, the ITO needs to take appropriate action to amend the programme duration.

5.4.4 Security of data: 
Chief Executives of ITOs and MACs are aware that they have a duty of care to keep learner and employer details secure.  This duty of care also extends to ensuring that any information which is a result of or will affect public funding monies is secure.  TEC will do what it can to minimise the potential to mis-use the information available and the processes which are put in place (ITR) but, since the focus of the ITR is to reflect the information held at the ITO, it is ultimately the responsibility of the ITO to ensure that access to that data is monitored and auditable.  
As a step to assist in this process, it is expected that usernames/logins will accompany every transaction submitted to TEC and these will be held by the ITR and made available for audit purposes.  Therefore usernames and passwords must be kept secure at the ITO location.

5.4.5 Terms and Conditions:  
Following on from this, at several points in the ITR events there is a need for the ITO to acknowledge that it is complying with the relevant TEC Terms and Conditions which govern operations of ITOs and MACs.  We have made this process as simple as possible by including a simple Y/N indicator as part of the information sent to TEC.  It is expected that this might appear in the TMS somewhat like this:

E.G. ‘(  I acknowledge that I have read and agree to the TEC Terms and Conditions with regard to registering programmes as laid out as part of the Investment Planning process.’

However, in making this process simple and compliance easy, this means that the CEO of the ITO must have confidence in the business processes and people within the organisation and that everyone has complied with each step along the way.  

It is also vital that the MAC and ITO work together. It is the responsibility of the MAC to provide accurate and timely data to the ITO.  The ITO is taking responsibility that the information is entered correctly and ensuring that the information received is valid.  This makes administration for MACs even simpler.
5.4.6 TEC Policies

The ITR will be built on the basis of TEC policy, operational policies and funding rules.  Over the years, especially when different individuals were responsible for setting the rules in different areas, some programmes and other ITO activities have fallen outside the TEC standard policies.  If an ITO/MAC has moved away from the TEC policies and funding rules, we expect that this will be remedied before the ITR comes into effect, as we will reject any examples where this has been the case. The implementation of the ITR and the clean sheet for all data means that this is the ideal time for ITOs & MACs to review individual cases and clean up the ‘rats and mice’ they may have in their systems.  

5.4.7 Clusters: 
It is expected that ITOs and MACs will form clusters so that they can work together to handle the impacts both within their TMSs and also within the business practices which have to be aligned with the ITR.  Clustering will also allow ITOs to share support for the development changes required, especially as the project has started and details are being released incrementally.

There is currently a big difference in completions reported between TEC and NZQA.  The ITR is an opportunity for completions to align with the ITOs records.  In the Act is it the responsibility of the ITO to help the trainee achieve national qualifications, and completions must be reported to the NZQA to reflect trainees success.

ITOs and MACs will benefit from working together.  It has become clear that business relationships between organisations vary widely.  This is an excellent time to examine and work on the relationship between the ITO and MAC in order to make the process easy, consistent and achieve better programme completions and credit achievement.  Some MACs and ITOs have a Memorandum of Understanding (MOU) which removes the need for competitive behaviour.  ITOs and MACs who work together will achieve better completions and see the benefits of a symbiotic/synergistic relationship especially with the introduction of performance-based funding.  

5.4.8 Learner event history:  
Every event that happens to a learner will be recorded in the system.  TEC will be able to show exactly what change was made to a learner’s details over time and tell the story of the events which affected each learner over their training period.  Each time they enrol, transfer, update details, change programme etc. there will be a history kept of what the record looked like before the change and after.  As ITR messages will include the username of the person who was logged on when the change was made, if there are any queries about the accuracy or completeness of the information then this audit trail will be able to help with enquiries. 
5.4.9 Checking each message and dealing with errors:
When a message comes through it will be checked for validity.  For example, if a message is about a learner but the learner details do not match what is on the NSI, it will not be processed any further.  The same applies if an enrolment message is sent through but the training agreement details do not match what was sent through before for this learner.  These kinds of checks are ‘Stop’ checks – they stop any further processing of this message.  

Once past the ‘Stop’ checks all the other checks will be completed so that all of the problems with an enrolment or programme registration can be corrected before being re-submitted e.g. Learner is the right one and the training agreement is the right one, but the enrolment date is before the participation start date AND the funding source is not valid for the programme.

Most of this will be handled by the TMS automatically, but errors will be returned so that the basic details can be corrected before any other information is stored in the system.  Any error to do with a learner will include the NSN and the LocalID for reference.  ITR will be checking with other government agencies for some data (see diagram above), so ensure that you have aligned your data with what is on the NSI/NZQA etc.  Please see the ‘ITR Schema Definition’ Document for the diagrams showing the error hierarchy.

Programme errors – check that the data matches what is available at NZQA – units, level, credits etc.
Learner errors – check that the details sent through match NSI.

Enrolment errors – check that the programme/units match what is available for the programme at NZQA.

5.5 Assumptions

· Each ITO will have a Trainee Management System (TMS);
· Each MAC will use an ITO’(s) TMS 
to report event transactions;
· When required, a TMS will be able to send ALL ‘active’ enrolments.  This will be required for initial data load, and later as and when the ITO needs to check records are in sync with the TEC;
· When required, a TMS will be able to send ALL ‘active’ programmes.  This will be required for initial data load, and later as and when the ITO needs to check records are in sync with the TEC;
· The ITR will start with an entirely blank system – starting afresh.  There will be no data conversion – discrepancies will be analysed through comparison reports and any changes required can be made through the ITO’s TMS.

5.6 Tool specific recommendations

· Date fields will be provided through a calendar function/validation to minimise data entry errors;
· TEC will require the identification of the logged on user to be part of the overall message data.  It is expected that vendors will have per-user logins.  The reporting process is about placing funding in the most appropriate and valuable places to increase the skills in the New Zealand workforce.  To that end, we will aim to prevent fraud and clearly track where public money is going.  By automating this process, we are reducing compliance issues as the alternative is paper-based verification and audit.  That said, there will still be audits as and when required.

· The TMS will have to monitor and log the messages returned from ITR and have them listed somewhere appropriate for users to work through when they are ready.  Due to the asynchronous nature of the message passing, and considering many message responses may be sent together, it would make sense to have a log of these, rather then try to flash each response to the user as it happens.  Although a combination of both could be used e.g. a popup that indicates when an error has arrived that needs processing and then an area that the user goes to in order to deal with the problems.  As the returned message will include the details of what was wrong, we would suggest that TMSs link the errors to the learners/enrolments/programmes which have the problem to make it easy for the user.

· It is expected that all vendors will vigorously test within their own TMS environment for the changes being made e.g. the new mandatory fields are enforced.  There will be a vendor test environment available late 2010.  Vendors will be able to test the XML schemas and validation rules which have been completed when that environment is released.
Error messages will include:

· the error code

· a description of the error e.g. training agreement may not be signed after the enrolment date.

· a useful TMS reference e.g. the TMS local ID (training agreement number/trainee number/programme number etc)

· a reference to the data item which did not pass validation and the value entered e.g. training agreement signed date 14 oct 2010

For a full list of the validation checks and associated errors please see the schema definition document.
6 Security and authentication of users

6.1 Impact Rating – M

6.2 Key points to note

· The ITR will utilise the existing Ministry of Education messaging process - Education Sector Integration Services (ESIS) which includes authentication;  

· Logged on username is expected on every transaction submitted;
· Messages can be queued on the TMS to minimise traffic between the applications and their release controlled by the ITO.

6.3 Interface

The following is a high level, non-technical description of the expected changes to the way organisations report.  Please see the ITR Schema Definition document and the ITR Guide to Integration for full technical details of the expected interface between each organisation’s TMS and TEC.  

[image: image3.wmf]
It is expected that ESIS will be the standard for all future interaction with sector organisations and TEC.  Using this mechanism, ITOs/MACs will only have to use one gateway for all electronic communications with tertiary government departments.  To all intents and purposes for the TMS, the communication with the TEC is via the MoE system.  This system will also provide a buffer in the event of the ITR being off-line for any period of time.  It will store the messages and send them on when service is resumed.  The same applies for the TMS or the TMS internet connection being down for any reason – replies can be sent to the TMS as and when it is back in place.

The TMS will send messages detailing learner events (enrolments, register a programme, changes of employer, updates to units, etc) and, once authenticated, ESIS will pass them on to the ITR.  ITR processes them and sends a reply back.  When ready the TMS then sends a ‘Get results’ message asking for the reply or replies.  Every message received is allocated a number (called CorrelationID) and that reference is used for any subsequent requests about that message.  
This number must be stored by the TMS and quoted every time an update is requested.  Submitting changes is done each time an event happens, however the traffic is minimised between the systems as the TMS can batch up its subsequent request messages to send one and get all the associated replies.

ESIS requires an Education Sector Authentication/Authorisation (ESAA) username and password.  This is the security authentication for the sector, including the ITR.  ITOs and PTEs already have to have an ESAA login in order to access the Literacy and Numeracy Assessment tool and/or TEC workspaces (where information and reports pertinent to those organisations are published).  ITOs can gain an ESAA login by going to the MoE website (www.minedu.govt.nz) and filling in the ‘ESAA User setup and access request form’.

6.4 Data

Existing Data Collected:

	Item
	Comments
	Still Collected?
	Comment

	Nil
	
	
	


New information we will be collecting:

	Item
	Comments

	Correlation ID
	The number allocated to this message by ESIS.  It must be quoted every time further information is requested about that message

	Provider Number
	The ITO/MAC unique number allocated by the MOE (Edumis number)

	TMS sent time stamp
	The date/time when the message left the TMS

	TMS Username
	The person who was logged on and sent the message(s)

	ESAA Username
	The username and password allocated by the MoE for authentication purposes


6.5 Business Impacts

Following on from the note above about security of data – every message sent from the TMS will need to include the username of the person who completed the change.  This will allow TEC to provide transparency into the process and help prevent fraud.

The organisation will have to arrange an MoE username and password which will be used for interactions between their TMS and the MoE authentication server.

6.6 Tool specific recommendations

· The TMS will need a mechanism for gaining the authentication username and password from the MoE website (see above);
· The TMS should be able to queue messages and batch them so that a selection can be sent at once (minimising traffic);
· Every message submitted will get a Correlation ID.  This ID must be referenced in all subsequent message requests in order to get a response;
· Logged on username to be included – see section ‘5.6 Tool specific recommendations’ above.

7 Learner Details

7.1 Impact Rating – M

7.2 Key points to note

· Collecting lots of new information about a learner;
· Moving in line with SDR (Single Data Return – Student Achievement Component  Funding) - data collected across the tertiary sector;
· NSN will be required for registering an enrolment.

7.3 Data

Existing Data Collected:

	Item
	Comments
	Still Collected?
	Comment

	LOCAL_ID
	The ITOs reference number for the learner
	Yes
	No change

	NZQA_ID
	The NZQA ID for the learner
	Yes
	Renamed National Student Number.  NSN will be mandatory in order to enrol a learner – to date this has been optional

	DATE_OF_BIRTH
	The date of birth of the learner
	Yes
	No change

	ETHNIC_CODE
	The ethnicity of the learner
	Yes
	Must be between 1 and 3 entries

	GENDER
	The gender of the learner
	Yes
	No change

	PREV_QUAL
	The highest previous qualification of the learner.  That is the highest educational achievement of the learner at their point of entry into industry training
	Yes
	Splitting highest qualification into highest school qualification AND highest post-school qualification


New information we will be collecting:

	Item
	Comments

	First Name

Middle Name

Last Name
	The legal names of the individual which will be used for verification against the NSI

	Date of death
	The date the learner has died

	Iwi Code
	Not linked to any other data item e.g. ethnicity

	Is English your second language?
	Consistent with data collected across the tertiary sector

	Is disabled?
	Consistent with data collected across the tertiary sector

	Last school attended
	Consistent with data collected across the tertiary sector

	Last school year
	Consistent with data collected across the tertiary sector

	Highest school qualification level
	Consistent with data collected across the tertiary sector

	Post school qualification level
	Consistent with data collected across the tertiary sector


All of the above items will be phased out of the ITR once they have been added to the master data sources unless they are needed for cross-matching purposes.  

· First Name – eQA;
· Middle Name – eQA;
· Last Name – eQA;
· Date of death – NSI;
· Iwi Code – NSI;
· Is English your second language? – NSI;
· Is disabled? – NSI;
· Last school attended – NSI / ENROL;
· Last school year – NSI / ENROL.
7.4 Business Impacts

The main business impact will be that TEC is collecting information you may not have had to collect before.  Trainee Management Systems will need to be able to collect this information about a learner.
7.4.1 National Student Numbers (NSN)

National Student Number (NSN) will be the unique reference number for each trainee.  This must be supplied by each trainee in order for them to be enrolled.  Some learners have enrolled at different institutions over time and there may be different NSNs for the individual – in this case you must ensure that the Master NSN is recorded in the TMS and supplied to the TEC for their enrolment.  Please refer to the NSI website for full details of how to ensure your trainees are registered and uniquely identified.  TEC will not fund duplicate learners or duplicate enrolments.
8 Training Agreement

8.1 Impact Rating – M

8.2 Key points to note

· Training agreements as a concept – training agreement details used to be included with programme details.  These are, in fact, 2 separate items;
· Collecting more detailed information about employers;
· ITOs are expected to be responsible for nominating the primary ANZSIC code which this trainee is training in (which is either within their coverage or covered by ‘employer choice’);
· ITOs will be expected to acknowledge that they are complying to the TEC Terms and Conditions at various points in the process.

8.3 Data

Existing Data Collected:

	Item
	Comments
	Still Collected?
	Comment

	NO_EMP_

WITH_TRN_

AGREEMENTS
	Number of employers with learners that are or have been active within the year to date
	No
	Covered by new employer fields in message package

	LOCATION_

OF_

EMPLOYMENT
	Location of Learners Employment
	Yes
	Renamed Employment Location TLA Code

	TRAINEE_

CATEGORY
	Learner employment category for this training programme
	Yes
	Renamed Employment Type Code


New information we will be collecting:

	Item
	Comments

	Local ID
	The TMS reference for the training agreement (may be the same as the programme enrolment ID if you have one programme for one training agreement)

	Employer head office name
	This formalises the existing reporting of employer details.  It will be noted against each training agreement, not just a general number of employers as before

	Employer subdivision name
	A subdivision is the location where the training is based and there are more than 3 people working at the site and it is located separately to the head office

	Industry code
	The primary industry ANZSIC code in which the learner is training

	Training agreement signed date
	The date the agreement was signed (may be different from actual training start date)

	MOE Exemption Code
	Indicates that a learner who is underage (16 yrs) has permission to be studying outside school

	Prior activity code
	Consistent with data collected across the tertiary sector.  What the learner was doing immediately before they started this training agreement

	Terms and Conditions indicator
	The ITO submitting the programme registration signifies that they have read, understood and agree to the associated TEC terms and conditions related to this programme


8.4 Business Impacts

8.4.1 Training agreement:  
A Training Agreement is an agreement between the ITO, the employer and the learner to undertake training in a specified programme(s).  This is different from a programme enrolment (see Glossary).  Funding for a Modern Apprenticeship is based on this agreement (and the subsequent training plan).  The enrolment in a programme may continue even when the training agreement has ceased, or has been put on hold.  
Now that we are collecting more information to give us a clearer picture of how the learners are progressing we can separate these out.  No longer will the enrolment always have to be withdrawn if the learner continues but TEC funding has stopped.  ITO/MACs will be credited through the ITR for enrolment success reported through NZQA (completions /credit achievement) which was completed at a later date, without TEC funding.  This is a fundamental change to the process, so that we can accurately reflect what has been happening in the sector.

8.4.2 Employer details: 
Many ITOs/MACs are already collecting employer details in Training Agreements.  The ITR will receive this information through the ITO TMS which, in many cases, already collects it.

8.4.3 Industry Code: 
This is the ANZSIC code for the industry in which the trainee is training – NOT the ANZSIC code assigned to the employer.  The ANZSIC code entered is expected to be normally within the existing gazetted coverage of the ITO/MAC but may be outside this.  If it is outside coverage, it is assumed that this is due to ‘employer choice’ and it is the responsibility of the ITO/MAC to have an audit trail to verify this (see ‘Ts and Cs’ below).  Although industry codes may not capture industry coverage perfectly, they are an important step in defining participation data.
Industry code will need to be added to all training agreements prior to the first run of the system.  For those ITO/MACs with large numbers of learners this means that there may need to be a default value loaded based on either the programme or the employer which has been loaded in the system.  It is expected that this will be refined over time as new enrolments are loaded into the system.

Industry code information will also be used for general statistics and reporting e.g. to calculate the proportion of employers & employees within ITO coverage that are being engaged in training with an ITO.

8.4.4 Training Agreement Signed Date:  
This date may different from the date when the training starts, but must not be before today (the date it is sent in), or older than can be reasonably expected.  This will start for the launch of ITR at 48 months old, in order to cover older agreements, however it will be reduced over time as more and more transactions are handled through the ITR.

8.4.5 MOE exemption code: 
If a trainee is underage (16yrs), then they must have an exemption from MoE from attending school.  This reference number is submitted as part of the message.  The ITO acknowledges, by filling in this number that it is their responsibility to ensure that this can be proved as and when an audit is performed on the information provided by the TMS.  These trainees are considered employed for the ‘employment type code’ field.

TEC does not currently connect to MOE for exemption code validation.  Therefore, the MOE exemption code will not be checked against their records to start with.  However it is likely that we will develop the capability to do so later on.  It is, of course, covered by the acknowledgement that the ITO is operating according to the TEC Ts and Cs and can be checked at any point by the audit team.

8.4.6 Prior activity code: 
This will be used for general statistics and reporting.

8.4.7 (Terms and Conditions: 
It is expected that, when an organisation registers a programme with TEC, they will have read the TEC Terms and Conditions (Ts and Cs).  We will expect all organisations, when they send through training agreement details, to acknowledge that they are familiar with these Ts and Cs and will agree to them.  

In relation to a training agreement, the organisation is affirming that the industry ANZSIC code indicated best represents the industry that this trainee is training in, and that the firm involved is either within coverage of the ITO/MAC or that the ITO has formal TEC approved employer choice.  It also means, for those few cases where the MoE exemption code has been entered, that the ITO has proof of this exemption available should it be required.  Although industry codes may not capture industry coverage perfectly, they are an important step in defining participation data.

(Moving from trainee to apprenticeship - When a trainee wishes to move from trainee to modern apprentice the existing training agreement must cease and a new one be created.  The associated enrolments will also be ended, and new ones started.  One of the valid withdrawal reasons for a training agreement / enrolment will be for this reason, so that these kinds of withdrawals are not counted negatively against the ITO/MAC and are clearly identified.  NOTE: Apprentices may not move to become trainees - this is a standard withdrawal and re-enrolment.

8.5 Tool specific recommendations

· Employer name fields are recommended to be auto-fill based on previous entries in order to minimise mis-spellings and data entry errors.

· Further, it may be advisable for vendors to consider creating a central mechanism for listing employers which can be accessed across all vendors, TMSs and organisations.

· Industry Code – the industry codes for a programme must be entered when the programme is registered, therefore it would be advisable to have the selected list appear when the trainee is enrolled so that one of these can be selected, and a new value entered by conscious decision and validated by acknowledging the Ts and Cs.

· It is advisable to separate the concept of training agreement from that of enrolment, as one may continue after the other has ceased, and there are separate transactions which can be sent to TEC regarding each one.

9 Programme enrolment (simple)

9.1 Impact Rating – H

9.2 Key points to note

· TEC programme identifier is Number + Version – this means the number will remain the consistent across versions;
· Units will not be funded more than once;
· All unit standards for this learner in this enrolment will be included;
· No longer reporting credits – these will be derived from the unit standards listed;

· Credit load for this enrolment will be derived.
9.3 Data

Existing Data Collected:

	Item
	Comments
	Still Collected?
	Comment

	PROG_ NUMBER
	The number of this training programme
	Yes
	Split into Number + Version (see below)

	START_DATE
	The actual date a learner begins this training programme
	Yes
	Renamed Participation Start Date


New information we will be collecting:

	Item
	Comments

	Local Indicator
	The enrolment number used by the TMS.

	Programme course identifier
	This is the TEC unique identifier for this version of this programme.  It is made up of:

Programme course number; AND

Programme course version number.

	Enrolment date
	This is the date that the learner enrolled with the organisation.  This may be different from the Participation start date

	Unit Standard
	Each unit standard which is included for this learner for this enrolment is listed.  It is made up of the following fields (as per the NZQA definition):

Standard number;
Standard version number.

	Funding Source Code
	The type of learner who is undertaking this programme; IT – Industry Training or MA – Modern Apprentice


9.4 Business Impacts

A simple programme enrolment refers to the case where the learner is enrolled in only one programme (whether as an Industry Trainee or a Modern Apprenticeship).  See the section ‘10 Programme Enrolment (Complex Modern Apprenticeship)’ for the alternative.

9.4.1 Programme identifier:  
The programme identifier will now include both a number and a version.  This means that the programme does not need to have a completely new number every time something changes, but can be tracked consistently through it’s lifecycle.  This will mean that cohorts of learners will be able to be tracked by programme version rather than by using an entirely different programme number.
Programmes must be registered and approved before enrolments will be accepted.  NOTE: Enrolments for expired programmes will not be accepted once the expiry date has passed.  This means ITOs will have to enter all enrolments before expiring the programme – this will affect the way that data is loaded into the ITR during the initial load.

If a learner has enrolled in a programme once they will not be able to enrol in that programme again at a later date unless they were withdrawn i.e. learners must enrol in an SCP to do more learning once they have completed the associated programme.
9.4.2 Dates: 
Both the enrolment date and participation date are included so that reports can be run differentiating when learners enrol and when they actually start training.

9.4.3 Unit standards: 
The unit standards included are the ones which the learner is expected to complete during this programme.  This includes both previously funded and not yet funded units.  Where there are options for the learner to complete a number of unit standards from a selection, it is expected that the organisation will have agreed with the employer and the learner exactly what is required in order to fulfil the training for that person.  It will be agreed between the parties which standards the person is expected to complete.  
This may, of course, be different from the actual units completed by the end of the programme and some change may be required.  However this list is expected to be kept up to date.  Some ITOs are already allocating and updating the unit standards against a trainee’s enrolment.  It is suggested that those who have yet to implement this process confer with the ITF and the organisations that are doing so to find out how best to administer the changes.  TEC is interested in meeting the needs of that learner in that workplace and it is expected that the ITO will reflect the agreement between the three parties as to what training is best for this trainee on this programme.

Unit standards listed will be checked against the Record of Achievement at NZQA.  Hence, if the unit has already been completed, it will not be funded by TEC.  This means that if a trainee has completed that unit already e.g. on a weekend job then this will not be credited against the new enrolment.  Additionally, if the unit is already included in another current enrolment for the trainee, it will also not be funded.

If an organisation is not happy that the trainee has, in fact, achieved the accepted standard then this is to be raised with the standard setting body, and addressed through the existing business process.

ALL units will also be checked across enrolments for the trainee.  Each unit standard will only be funded once.  If a unit appears more than once it will be dis-counted on second and subsequent enrolments.  ITOs and MACs will no longer be funded for selected units which have been completed or are already included in an enrolment e.g. where a trainee is completing more than one strand at once.  ITOs must be aware that if the trainee is enrolled in different places to do the same unit then they will not receive funding twice for that unit.  

It is possible to change units during a programme, in response to the better-evaluated needs of the learner.  However, TEC will monitor consistent patterns where units are changed part way through a programme in order to complete learners, especially where this is to finish them with units they have already achieved elsewhere.  It is recommended that ITOs ensure they have good tracking and business processes in place to explain cases where this happens through normal circumstances.

9.4.4 Funding source

Although a programme may be valid for an industry training programme or a modern apprenticeship, the learner may only be enrolled under one funding source.  If the funding source nominated is not allowed for that programme, an error will be returned to the TMS.
9.4.5 Credit Load: 
Nominated duration is entered on the programme details (see section ‘14 Register Programme’).  Units which have already been completed (on the ROA at NZQA) or registered for this learner under another programme will be excluded as they have already been funded on that programme enrolment.  Unit standard lists will therefore have to be kept up to date in order to make sure that the trainee learning workload and the associated funding is accurately recorded.  In fact, STMs will be calculated based on programme credits.  Enrolment details of units already completed or concurrently enrolled in will be accumulated over the year when there will be a wash-up process to account for this activity across all programmes for each ITO.
9.4.6 Enrolment Type Code: 
The programme for both industry trainees and modern apprentices is now identified as a single programme which is being used for different types of training (see section see section ‘14 Register Programme’).  Consequently, each enrolment will indicate what type of learner is enrolling – IT or MA.  From this TEC can differentiate the number of learners in each category which are following the same programme and compare success rates.

A trainee may enrol in more than one national qualification, LCP or SCP programme at a time but never in the same national qualification and LCP, or national qualification and SCP.

Enrolments are set to status ‘Active’ when they are received by the ITR except for modern apprenticeship enrolments which are ‘Pending’ until the associated Training Plan is received.  

(Completions – In the main, the trigger for assessing completion of a programme will be the completion of the qualification at NZQA.  TEC will check that all the units which have been registered for that enrolment have been credited at NZQA.  If there are units outstanding at NZQA then this will be reported as an error.  The ITO will have to complete the units at NZQA and re-submit the completion.  Awarding of the qualification does not mean that all the unit standards in the programme enrolment have been completed.  These need to be achieved and reported to NZQA before the programme is completed at TEC.

At go-live, and at any time thereafter, it is expected that institutions will have to submit all of their ‘active’ enrolments whenever they wish to keep the TEC’s copy of their data up to date.

9.5 Limited Credit Programme (LCP)

(Learners may not enrol in both the LCP and the qualification which it leads towards.

9.6 Supplementary Credit Programme (SCP)

In an SCP there is a requirement to state the pre-requisite qualification.  Where this is covered by a Trade Certification, the ITO and the learner will have to work with NZQA to have the relevant qualification recognised so that the learner can be enrolled on the SCP.  The Standard Setting Body (SSB) will be responsible for ensuring that trade certifications are catered for at NZQA.  Bespoke Certificates will not be catered for in the ITR, these too will have to be recognised/converted by NZQA.
(Learners may not enrol in both the SCP and the pre-requisite qualification.
When a learner is enrolled in an LCP or an SCP, checks will be made such as – only units listed in the registered LCP/SCP are included and all the mandatory units have been included.  Corrections for errors will need to be made before the enrolment can be accepted.
9.7 Tool specific recommendations

· Learners will need to be able to be registered with TEC, either individually or collectively;
· It will help administration if the units which are registered against a programme are automatically listed when that programme is selected for a trainee.  Mandatory ones should be listed and the user can then just select the optional units for the individual enrolment;
· Vendors will want to ensure that users know when a unit is expected as a part of more than one selected programme for a trainee so that they can select which enrolment is ‘sent’ to TEC first.  This could be automated in situations where the unit is optional for some programme enrolments and not for others;
· Enrolments will need to be able to be registered with TEC, either individually or collectively (all ‘active’ enrolments), especially for the initial load.
· The order in which the load happens at the start of the process is important!  Programmes will have to be loaded unexpired, then the enrolments, then the expiry date for a programme.  In theory, this should not matter as we are only loading current enrolments as at Jan 2010, however if the ITO does not ‘switch on’ to the ITR until later in the first quarter of 2010 then this may come into play.
10 Programme Enrolment (Complex Modern Apprenticeship) 

10.1 Impact Rating – L

10.2 Key points to note

· No specific business impact which is not covered in section ‘9 Programme enrolment (simple)’ above.

10.3 Data

Existing Data Collected:

	Item
	Comments
	Still Collected?
	Comment

	See section ‘9 Programme enrolment (simple)’ above.
	
	


New information we will be collecting:

	Item
	Comments

	-
	No additional information recorded.


10.4 Business Impacts

A complex Modern Apprenticeship enrolment will consist of 1 or more Industry Trainee programmes and may also include extra unit standards.  The MA programme will list all the IT programmes within it and each programme will include the associated unit standards which that trainee is undertaking.  Where an MA programme has units which are in addition to those on the national qualification these units must be listed against the enrolment as well (see ITR Schema definition for details).

The overarching programme will not need to list the details which are specific to the sub-programmes.  Each sub-programme will list the same information as for section ‘9 Programme enrolment (simple)’ above except the Enrolment Type Code – which is assumed to be Modern Apprenticeship.  Please see the ITR Schema definition for details.

Each MA enrolment is set to status ‘Pending’ until the associated Training Plan is received.  This applies to both simple enrolments for modern apprentices and complex enrolments with sub-programmes.
If a trainee has an MA enrolment, any attempt to enrol them in any other industry training programme will return an error.

The only information that the TEC requires to be provided to the ITR (via the ITO’s TMS) for Modern Apprentices is the start date for the Modern Apprenticeship Training Plan and the dates of the four modern apprentice visits for the year.
(Completion of an enrolment will follow the same rules as for a standard enrolment (see section ‘9 Programme enrolment (simple)’).
11 Create Industry Training Plan (TO BE COMPLETED 

12 Complete Programme Enrolment – LCP & SCP

12.1 Impact Rating – M

12.2 Bullet points

· LCP/SCP completions can be notified by the TMS (not from NZQA);
· (Completions will be weighted according to how many credits of additional learning were achieved.
12.3 Data

Existing Data Collected:

	Item
	Comments
	Still Collected?
	Comment

	Exit_date
	The actual date the trainee exists this training programme
	Yes
	Renamed Event Occurred Date


New information we will be collecting:

	Item
	Comments

	Local Indicator
	The enrolment number used by the TMS

	Programme course identifier
	This is the TEC unique identifier for this version of this programme.  It is made up of:

Programme course number; AND

Programme course version number.


12.4 Business Impacts

12.5 LCP Completion:  
These will be notified by the TMS.  ITR will check the NZQA ROA to confirm that all the units which have been registered for that enrolment have been credited at NZQA.  If a completion is sent to ITR but there are units outstanding at NZQA then this will be reported as an error.  The ITO will have to complete the units at NZQA and re-submit the completion.

It is expected that a trainee completing an LCP will go on to enrol in the associated National Qualification.

12.6 SCP Completion:  
Where the learner expects to achieve a qualification at the end of the SCP, this will be triggered by the awarding of the qualification at NZQA.  Where the SCP does not lead to a specific qualification achievement, the SCP completion will be notified to the ITR by the TMS.  The same checks will apply as for a standard enrolment.  ITR will check the NZQA ROA to confirm that all the units which have been registered for that enrolment have been credited at NZQA.  If a completion is sent to ITR but there are units outstanding at NZQA then this will be reported as an error.  The ITO will have to complete the units at NZQA and re-submit the completion.

The completion date must be greater than the start date and the participation date AND less than the day after the message is sent or the date of death.

(SCP completion is counted at TEC even though there may be no qualification awarded at NZQA.  For reporting purposes, each SCP completion will be weighted by the number of credits achieved in that enrolment.  It is important that trainees achieve new learning, even if there is no qualification / completion at NZQA.

12.7 Tool specific recommendations

Nil

13 TO BE COMPLETED

Please note: These items are yet to be completed.

As the project develops and decisions on the elements of this section are confirmed the document will be updated.

Please ensure you check back on the TEC website regularly to make sure you have the most up to date version of this document.

13.1 Withdraw From Industry Training Programme (TO BE COMPLETED)

13.2 Withdraw From Modern Apprenticeship Programme (TO BE COMPLETED)

13.3 Withdraw From Training Agreement (Funding) (TO BE COMPLETED)

13.4 Place Training Agreement On “Hold” (TO BE COMPLETED)

13.5 Restart Training Agreement (TO BE COMPLETED)

13.6 Start Training Agreement Grace Period (TO BE COMPLETED)

13.7 Finish Training Agreement Grace Period (TO BE COMPLETED)

13.8 Transfer Programme Version (TO BE COMPLETED)

13.9 Transfer Employer (TO BE COMPLETED)

13.10 Transfer MAC (TO BE COMPLETED)

13.11 Record MAC Visit (TO BE COMPLETED)

13.12 Delete MAC Visit (TO BE COMPLETED)

13.13 Update Learner Details (TO BE COMPLETED)

13.14 Update Training Agreement (TO BE COMPLETED)

13.15 Update IT Programme Enrolment (TO BE COMPLETED)
13.16 Update Complex MA Programme Enrolment (TO BE COMPLETED)
13.17 Update Enrolment – add a programme (TO BE COMPLETED)
13.18 Update LCP/SCP Completion (TO BE COMPLETED)

13.19 Update NQ/LCP/SCP/MA Programme (TO BE COMPLETED)
14 Register Programme (simple IT or MA)

14.1 Impact Rating – H

14.2 Bullet points

· The existing section 10 process will be replaced by automated submission of programmes for TEC approval;
· ITOs will need to consolidate the programmes they have now so that there is a single instance of a programme which has the same basic details;
· Standard naming conventions will apply to align with NQF;
· A programme may have many funding sources including non-TEC-funded;
· Only one LCP will be registered per registered national qualification programme per ITO;
· ITOs will be expected to acknowledge that they are complying to the TEC Terms and Conditions at various points in the process;
· ITOs will have to think about how they register programmes, so that LCPs can be allocated appropriately against the NQ.

14.3 Data

Existing Data Collected:

	Item
	Comments
	Still Collected?
	Comment

	PROG_ NUMBER
	The number of this training programme.
	Yes
	Split into Number + Version (see section 9 Programme enrolment (simple))

	PROG_

CATEGORY
	The category of this training programme
	Yes
	Renamed Programme Type

	PROG_LEVEL_

ITO
	The level of this training programme
	Yes
	Renamed NQF level

	PROG _CREDITS
	The number of credits available in this programme
	Yes
	Renamed Credit Value.

Listed once, against the programme, instead of against the learner

	PROG _DURATION
	The length of time in months to complete this programme
	Yes
	Renamed Duration Months.

Listed once, against the programme, instead of against the learner


New information we will be collecting:

	Item
	Comments

	Local identifier
	The TMS reference number for this programme

	Historical programme course number
	The TEC number(s) from ILU which this programme relates to

	TEO (Local) programme course name
	This is the alternative name which the institution may use to refer to the programme

	Funding source code
	The types of funding which learners can be funded from for this programme e.g. Industry Trainee, Modern Apprentice, non-TEC-funded

	Expiry date
	Programmes may now be expired rather than declined.

	Industry code
	ANZSIC code which identifies the industries that the programme is aimed at.  If the programme is not aimed at a specific industry please use ‘not stated’ (see ITR Schema Definition for details).  Also see ‘Terms and Conditions’ below

	Programme Type
	Identifies the type of programme or course being defined and lists specific elements that relate to each type or programme or course.  There are 4 different types;

· LimitedCreditProgramme – an introductory programme intended to introduce a trainee to a specific national qualification and lead to completion of that qualification; 
· SupplementaryCreditProgramme – an programme that adds to an existing qualification already held by the trainee; 
· NationalQualification – a single training programme or modern apprenticeship that leads to a national qualification; and
· ComplexModernApprenticeshipProgramme – A modern apprenticeship programme that contains sub programmes or additional unit standards.

	Terms and Conditions Indicator
	The ITO submitting the programme registration signifies that they have read, understood and agree to the associated TEC terms and conditions related to this programme

	Embedded literacy indicator
	A new field which has been required in the sector but has not been collected until now.  It is expected over time that all industry training programmes (especially levels 1-3) will have numeracy and literacy embedded as part of the standard ITO business process



14.4 Business Impacts

14.4.1 Programmes leading to National Qualifications

This section covers the submission of programme details to TEC.  This automation will replace the current section 10 process for programme approval.  Programmes submitted will be approved by TEC unless there is a specific reason not to do so.  Approval may be declined at a later date if required.  Once declined that programme may not be re-approved.  A new programme towards that qualification will have to be registered and learners re-enrolled.

ITOs and MACs will need to consolidate the programmes they have now so that there is a single instance of a programme which has the same basic details.  This means that one programme in the ITR may relate to several legacy programme numbers
.  This process can start now, and there will be a period before the ITR goes live to allow ITOs and MACs to submit and verify that their programme data is valid.  At go-live, and at any time thereafter, it is expected that institutions will have to submit all of their ‘active’ (un-expired) programmes whenever they wish to keep the TEC’s copy of their data up to date.

Correspondingly, all the learners enrolled in multiple versions of the same programme will need to be re-allocated to the correct single programme.  The enrolment details will then establish whether they are IT or MA learners.

14.4.2 Programme name:  
In the past the same programme which was used for IT training and for MA training had to have a different name.  Now programme name will remain the same for each type of learner, but the enrolment will specify which type of learner is following this programme.  It will therefore be possible to determine the effectiveness of MAC involvement in achieving completions.  This has not really been possible up to now.  

To date programme names have had no standard format across ITO/MAC/TEC.  Programme names at TEC will now be aligned with the NQF from NZQA.  The formal name for reporting purposes will be taken from existing NQF data - formatted as follows:

[ITO SSB name] [Programme type
] leading to 

[NQF qualification name] + 

[NQF qualification version] + 

[NQF qualification level] + 

[NQF qualification strand]

For example – The Horticultural ITO National Certificate leading to the National Certificate in Horticulture version 2 (Level 4) Vegetables strand.

TEO (Local) programme name – It is expected that in most cases the formal name will be used by ITOs and MACs for all purposes.  However when different ITOs have developed different training arrangements etc. then a local name may be required.  This name must be unique amongst the active programmes at the ITO – so that no two programmes are using the same name at the same time.
14.4.3 Legacy number:  
As programme details will be consolidated, it is expected that a number of old programmes will be expired, and one record used ongoing.  The old number(s) can be supplied here for the ITO/MAC to cross-reference the new programme list to the old one.

14.4.4 Funding source: 
Was formerly listed against the learner.  A programme may qualify for funding from several different funds or be non-TEC-funded e.g. self funding, MSD funded etc, and therefore the list of sources will be stored against the programme.  Then, when an enrolment is entered, enrolments of the correct type can be created against that programme.  This mirrors what is actually the case in the sector – that the same programme is used for different types of training.  It also allows ITOs to report achievement in areas which are not TEC funded – supporting the case for their contribution to the sector.

For the first time, non-TEC-funded enrolments may be reported and the ITO/MACs contribution to success of the tertiary sector as a whole quantified.  Provider qualifications that are not funded by TEC are not required to be registered.  This will allow ITOs to show their effectiveness in the sector through all kinds of enrolments, not just those funded by the TEC.

14.4.5 Industry code: 
These are the ANZSIC industry codes under which training using this programme could be arranged.  It is possible to enter other values for an individual enrolment but most are expected to conform to this list.  As with enrolments, each ITO is taking responsibility for arranging training for this programme to the trainees and/or regions which are within their coverage and it is the responsibility of the ITO to have an audit trail to verify this.  Although industry codes may not capture industry coverage perfectly, they are an important step in defining participation data.

14.4.6 Terms and Conditions: 
It is expected that, when an organisation registers a programme with TEC, they will have read the TEC Terms and Conditions (Ts and Cs).  We will expect all organisations, when they send a request to register a programme, will acknowledge that they are familiar with these Ts and Cs and will agree to them.  
This occurs at several points in the business process – in this instance covering the fact that they are the standard setting body (SSB), or if they are not, that they have conferred with the SSB and have the necessary accreditation to administer the programme within gazetted coverage or when they have a formal TEC ‘employer choice’ variation.  Any record without this acknowledgement will be rejected by the ITR.

14.4.7 Embedded Literacy and Numeracy (ELN): 
This will be used to measure ELN progress .  It will simplify reporting by automating ITO reporting against milestones.

The ITR will be a catalyst for better and clearer communication between ITOs which are operating from the same NZQA National Qualification (NQ).  It is expected that the body which has created a programme leading to a national qualification will work with the SSB.  This will ensure that both parties are kept up to date when there are changes in the qualification.  It is in the interests of both ITOs to work together to ensure that their programmes are in line with each other and the national qualification.  It may well be possible for TMSs at different ITOs to communicate this sort of change automatically – but this will be up to the ITOs and the vendors to determine.

14.4.8 Programme unit standards: 
The units which could be included as part of this programme are sourced from NZQA (where they are already registered).  They do not need to be included as part of the programme registration.

14.4.9 Validation of programmes

Please note – the validation rules for creating a programme are different than later updates to a programme (which will be detailed in sections 13.15 and 13.16).
(All Modern Apprenticeship programmes must be registered for Industry Trainee funding as well.
Expiry date (if there is one) must be in the future i.e. after the date the message is processed).
(The programme can only be registered against a qualification which is registered at NZQA.  ITR will check for the existence of the qualification at NZQA.  It will not be relevant whether the organisation registering the programme is the standard setting body or not.  This is covered by the Terms and Conditions mentioned above.

(Only one national qualification programme can be created at the ITO for each qualification registered at NZQA (see LCP/SCP below).

(The credit value must be within the range listed against the qualification at NZQA.  The enrolment intention must be to complete at least 20 credits.  A programme (including LCP/SCPs) must be for a minimum number of credits – currently 20 credits.  The programme must also be created so that the credit load for a learner is no more than a maximum number of credits per year - currently this figure is 70 credits per year.
(Duration must be a whole number of months.

(Funding source can be more than one entry for each programme version listed, however each enrolment can only be funded from one TEC fund.  

14.5 Limited Credit Programmes (LCP)
	Item
	Comments

	Target programme number (LCPs only)
	A TEC programme for which this is the LCP – consists of programme number + version

	Programme Unit Standard
	Each unit standard which may be included in this programme for any enrolment is listed.  It is made up of the following fields (as per the NZQA definition):

· Standard number;
· Standard version number;
· Mandatory standard indicator – this indicates whether this standard on this programme is mandatory or optional.


14.5.1 Target programme number: 
An LCP must be related to a specific programme.  The programme will have to have been registered with TEC before the LCP can be registered.  There will be only one LCP registered against a programme.  Different ITOs may have different programmes for the same qualification, but each may only have one LCP for their registered programme.  Even though the programme may have different versions over time, there will be a link to the overall programme at TEC (not one per version).  

14.5.2 One LCP per registered programme:  
ITOs will have to consider how best to register their programmes so that it makes sense to allocate one LCP against each programme.  It is possible to register many more units against an LCP than are expected for the individual trainee to undertake.  

Strands for qualifications may dictate the way in which the programme is registered.  It may be appropriate to list units for all strands and then select these when the trainee enrols or to register strands separately and have one LCP for each.  ITOs will have different needs and therefore the programme structure may be different for each one.  This may affect the way in which ITOs create LCPs and the way in which TMS applications facilitates LCP development.

LCPs are intended to introduce employers and employees to industry training, with the intended outcome that trainees will be signed into national certificates.  The ITO registering the LCP is responsible for determining which units are mandatory for the LCP.

Please see the TEC website www.tec.govt.nz for full details of LCP policies (this document ‘P02 - Training Programme Eligibility - v2.0.doc’) and the ‘ITR Schema Definition’ document for the full list of validation/errors and the order in which they apply.
(An LCP can only be registered by the ITO which has registered the National Qualification programme.  The ITO must have the right to administer the programme before they can register an LCP (as acknowledged with the TEC Terms and Conditions).  This means that it will be important to load the National Qualification programmes into the system before the LCPs so that the ‘target’ programme for the LCP will exist when the LCP is registered.
(Each LCP registration must list the specific unit standards which are part of the LCP including whether they are mandatory or optional.  When the units change for an LCP, the ITO must manage the existing enrolments to ensure that the changes do not affect the current enrolled learners. As above, with each registration of an LCP the ITO is expected to acknowledge that they are abiding within the TEC regulations by sending the Ts and Cs indicator. 

LCPs may not be created for MA programmes. They are only funded from the Industry Training Fund.

14.6 Supplementary Credit Programmes (SCP)

	Item
	Comments

	Prerequisite qualification identifier (SCPs only)
	As per Target qualification identifier.

	Target qualification identifier (all non-LCPs)
	Matched to the NQF at NZQA, it consists of:

Qualification number;
Qualification version number;
Qualification strand.

	Programme Unit Standard
	Each unit standard which may be included in this programme for any enrolment is listed.  It is made up of the following fields (as per the NZQA definition):

· Standard number;
· Standard version number.

Mandatory standard indicator – this indicates whether this standard on this programme is mandatory or optional.


When a trainee has expressed an interest in completing new units they have two choices – enrol in a qualification including the new units or, if the units are in a qualification they have already achieved, they may complete an SCP.  ITOs may create SCPs which have selections of units from the full programme.  However, when the trainee enrols, if those units have already been achieved they will not be counted for the purposes of max/min credits per year (as per the generic rule).  It is expected that units in an SCP will be new learning for a trainee who has already completed the qualification but actual units enrolled in may vary depending on individual learner’s needs.
14.6.1 Pre-requisite qualification identifier:  
This is the qualification which the learner is expected to have achieved in order to be able to undertake this SCP.  As this is linked to the qualification, then the individual may have achieved this anywhere before attending this ITO/MAC.  Where the pre-requisite requirement is covered by a Trade Certificate this is covered in the section ‘9 Programme enrolment (simple)’.  
All enrolments are expected to cite the pre-requisite qualification.  The ITO registering the programme asserts, by signing the Ts and Cs, that they have worked with the standard setting body (SSB) and they have signed off that the pre-requisite is appropriate.

14.6.2 Target qualification:  
This is an optional field.  Enrolment in an SCP does not necessarily mean that the person is going to be awarded a qualification at the end of it.  However, if this is the aim then a target qualification should be included  e.g. if someone is doing a new strand on the same qualification then the qualification details including the strand are listed.

It is assumed that an ITO will only register an SCP which extends a programme which they already administer.  When confirming the Terms and Conditions in relation to an SCP, the individual is acknowledging that the ITO has the relevant authority to deliver both the programme and the SCP.

(An SCP registration can only be for a programme for which the ITO has already got approval.

(Each SCP registration must list the specific unit standards which are part of the SCP including whether they are mandatory or optional.  The units within an SCP must come from the units listed against the full national qualification programme as per the current TEC operational policy.

Please see the TEC website www.tec.govt.nz for full details of SCP policies (this document ‘P02 - Training Programme Eligibility - v2.0.doc’).

14.7 Tool specific recommendations

· Include a report which lists the programmes and unit standards which have low usage so that they can be phased out and expired;
· See ‘Target programme number’ above.  National Qualifications will have to be loaded into the system before the related LCP can be registered. This ensures that the ‘target programme’ exists in the database when the LCP is registered.  The TEC programme number and version for the NQ programme must be stored in the TMS before the LCP programme is registered;
· TMS’s will need access to NZQF information in order to provide NQF lists;
· Programmes will need to be able to be registered with TEC, either individually or collectively (all ‘active’ programmes);
· When a programme is registered, the TMS must ensure that the operator has acknowledged that they have read the TEC terms and conditions (see above).  Alongside this field it is expected that the TMS will show a ‘blurb’ about this and a link to the TEC website where all the details are laid out.  Staff can then check the details by clinking on the link;

· Local programme number is stored against the programme when registered in ITR.  This is referred to when updates are made to the programme, to ensure that the TEC are updating the correct programme.  This means that any changes to the programme e.g. a new version must not change the programme number, when other details.
E.G. ‘(  I have read and agree to the TEC Terms and Conditions with regard to registering programmes as laid out as part of the Investment Planning process.’

· It may be advisable for an automated communication to go from one TMS to another advising when an institution has created a programme against the national qualification where they are not the SSB.  Then changes to the national qualification / programme at the SSB can be communicated clearly to any ITO which has programmes associated with the NQ.

15 Register Complex Modern Apprenticeship Programme

15.1 Impact Rating – L

15.2 Key points to note

· One overarching MA programme may hold one or many individual programmes;
· An MA programme may not include an LCP or SCP; 

· An MA programme may include additional units which are not part of the sub-programme(s).

15.3 Data

Existing Data Collected:

	Item
	Comments
	Still Collected?
	Comment

	See section ‘14 Register Programme’ above
	
	


New information we will be collecting:

	Item
	Comments

	-
	No additional information recorded.


15.4 Business Impacts

The naming convention will be as per the Industry Training programme (see above).  This may make for some very long names for these programmes.

The only differences for a programme with sub-programmes are:

· The overarching programme will not require the information which is covered by the sub-programmes; 

· Target programme number

· Target qualification number

· Pre-requisite qualification number

· Embedded literacy and numeracy

· Unit standards.

· Currently only MA programmes can have sub-programmes.

Each programme will only have to be registered once.  As a sub-programme, all of the programme details are already loaded.  This makes loading of complex programme details simpler.  Where an MA includes a number of strands, the way that the IT programmes have been set up will determine if this is just one sub-programme or several.  It will also be possible to show partial completions of a complex MA when trainees complete an IT programme within the MA.
Please note that complex programmes will consist of approved industry training programmes and additional unit standards when thought necessary to provide a balanced MA programme.  The source qualification must be provided for each of these additional unit standards.  SCPs and LCPs will not be approved as part of an MA programme.
A Modern Apprenticeship programme, even one containing only one national qualification, may include additional unit standards above those already listed in that national qualification.  These units will have to be listed specifically against the modern apprenticeship.  This makes the programme a ‘complex’ modern apprenticeship even when there is only one national qualification involved.

16 Glossary
	Term
	Expansion
	Comment

	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

	Credit load - enrolment
	
	is the total valid credits in this enrolment/programme duration x 12 months = a number of credits/yr

Swedish rounding (70.4 = 70, 70.5 = 71)

	Credit load - programme
	
	is the total credits available in programme/programme duration x 12 months = a number of credits/yr 

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

	Employer
	Employer subdivision name
	A subdivision is the location where the training is based and there are more than 3 people working at the site and it is located separately to the head office

	Employer HO
	Employer head office name
	A business or service entity (ie enterprise) operating in New Zealand that employs labour input in its production process

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

This formalises the existing reporting of employer details.  It will be noted against each training agreement, not just a general number of employers as before

	Employment location TLA code
	
	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

	ESAA
	Education Sector Authentication/Authorisation
	The MoE process for validating access to sector IT systems.  This is required for a user to log into the TEC workspaces

	ESIS
	Education Sector Integration Services
	The MoE collection of services available to government departments and the education sector, which includes ESAA

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

	Gazetted coverage
	-
	Section 5 of the Industry Training Act 1992:

(1)  Subject to section 6 of this Act, the Minister may, by notice in the Gazette specifying the name of the body and the industry in respect of which it is recognised, recognise in respect of any industry any body corporate that applies to the Minister to be recognised in respect of that industry;

(2) The Minister may, at the request of an industry training organisation, at any time before that industry training organisation's recognition expires, amend the description of the industry in respect of which that industry training organisation is recognised, by publishing a notice in the Gazette specifying the name of the industry training organisation and the amended description of the industry in respect of which it is recognised.

	Gender
	-
	Gender is as defined by the learner.  For reporting purposes we recognise the following;

(
Female

(
Male

(
Not Specified

	 LCP
	Limited Credit Programme
	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

	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

	ITO
	Industry Training Organisation
	An industry-specific body recognised under section 5 or 8(1) of the Industry Training Act 1992, which facilitates workplace learning for trainees in employment by setting national skill standards for their industry. In addition to providing leadership to industry on skill and training needs, ITOs develop appropriate training arrangements for their industry, monitor training quality and arrange for the assessment of learners. ITOs also provide information and advice to learners and their employers

	ITR
	Industry Training Register
	

	MAC
	Modern Apprenticeship Coordinator
	The organisation which administers a Modern Apprenticeship (MA)

	MA programme
	Modern apprenticeship programme
	 Programme consisting of one or more industry training programmes and additional services provided to the learner by the employer/MAC

	MOE
	Ministry of Education
	See www.minedu.govt.nz   

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

	National Certificate achievement
	
	National Certificate achievement occurs at the point where the ITO is satisfied it, or the trainee or a ITO, 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

	Programme duration
	
	The nominal amount of time in which an average trainee would be expected to complete this programme.

	Programme enrolment
	-
	A specific course of training the individual is undertaking including what they are learning and expected start and end dates

	Qualifications
	
	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

	Sex
	-
	Male or Female as determined at birth (as distinct from Gender)

	SCP
	Supplementary Credit Programme
	A programme that allows trainees who have already completed a national qualification to undertake additional unit standards to upgrade or widen their existing qualifications without being required to re-sign into a full qualification

	SSB
	Standard Setting Body
	The organisation which first registered the qualification with NZQA and the programme with TEC

	STM
	Standard Training Measure
	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

	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 learner is undertaking, i.e. National Certificate, Limited Credit Programme, Supplementary Credit Programme or Modern Apprenticeship

	TMS
	Trainee Management System
	The administrative system used by an Industry Training Organisation (ITO) to enrol/complete/withdraw etc. their trainees.




16.1 Reference websites

www.tec.govt.nz 
TEC funding rules and conditions pages
TEC ITO rules and conditions
NSI website
STATS statistical standards
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� See TEC website section on �HYPERLINK "http://www.tec.govt.nz/Funding/Fund-finder/ITO-Embedded-LLN-Projects/"�ELN� for details.


� These relate to the TEC generated programme numbers associated with the old section 10 programme funding approval process (pre-ITR).


� See ‘PROG_CATEGORY’ above


� From �HYPERLINK "http://www.stats.govt.nz/publications/workknowledgeandskills/leed-project-base-concepts.aspx"�Statistics NZ definition� 
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