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1 Introduction
The purpose of the Single Data Return Quick Reference Guide is to provide a simple explanation of how the TEC uses SDR data for performance and funding purposes.

The intended audience of the Quick Reference Guide are Tertiary Education Organisation (TEO) operational staff who seek to understand how SDR data is used and the issues that may affect the accuracy and completeness of data being used by the TEC.
This document is not intended to replace detailed technical and operational policy documents produced by the TEC and Ministry of Education.

Currently the Quick Reference Guide focuses on the data used in calculating educational performance indicators.  It provides an overview only and where relevant directs the reader to where more details can be found.
A full list of related documents can be found in in the Related Documents & Links section of this document.

2 Timeliness and accuracy of SDR data 
The SDR is the main collection mechanism for student, course and qualification completion information from tertiary education organisations and it is important that TEOs provide accurate and timely information through the SDR.

The TEC sets cut off dates for final submission of data.  For educational performance indicators only submitted up to and including this date will be included in published figures.  

To assist in accuracy and timeliness of data TEOs can test their SDR submission well before the cut-off date providing time to correct errors.  For example TEOs can process their December SDR during December to correct any errors.  This should then reduce the work required to submit the SDR at the end of January.  

3 Support provided by the TEC and Ministry of Education
Queries on the submission of SDRs should be directed to the Ministry of Education:

· via phone at 0800 422 599 or;
· via email at MoE.ContactCentre@minedu.govt.nz
Queries on funding and performance issues should be directed to the TEC Service Centre:

· via phone at 0800 601 301 or;
· via email at servicecentre@tec.govt.nz

4 SDR information flow
4.1 Overview

An overview of the flow of information is shown in the diagram below

Figure 1:  SDR Information Flow
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4.2 What SDR information the TEC uses

The key points that users need to be aware of when submitting data through the SDR are.  
· A minimum of three submissions per year are required (called April, August and December SDRs).  TEOs will be advised of the dates by which each of the three submissions is required (current dates are also available from the latest version of the MoE’s SDR Manual).
· If an SDR is resubmitted then it will replace the previously submitted student and course enrolment data for that period.  Course and qualification completion records are added to existing course and qualification completion records.

· TEOs can submit separate course and qualification completion files at any time (that is in addition to those advised through a full SDR submission).  
· The TEC uses the December SDR course register, student and course enrolment data as the definitive data for the year.  The TEC uses the latest course and qualification completion record received (up to the cut-off date advised to the sector) irrespective of when it was submitted by the TEO.

5 Educational Performance Indicators (EPIs)
5.1 Sources of information

The overview provided below only identifies the key points that TEOs need to understand.  The detailed explanation of how each rate is calculated is contained in the Educational performance indicators: Definitions and methodology document listed in the Related Documents and Links table at the beginning of this document.

5.2 Successful Course Completion

What it reports

The successful course completion rate shows the proportion of courses successfully completed in a year.  In calculating the proportion, it uses the EFTS delivered for each course.    

EFTS-weighted successful course completion rate (as a percentage)
	Numerator
	EFTS delivered for the total number of successfully completed course enrolments ending in year n

	Denominator
	EFTS delivered for the total number of course enrolments ending in year n


Key information used

Data used in the calculation

The EFTS delivered is calculated from the EFTS by month data (see EFTS by Month in the SDR Manual) submitted via the course enrolment file.  It does not use the value of the Course EFTS factor.  Where a course enrolment spans multiple years and is included in the SDR for each year the EFTS by month is summed across both records. 
The course end date is used to select what records are included in what reporting year.  Changing a course end date from one year to another changes the reporting year of the completion.  Changing the year of a course end date also requires the EFTS by Month to be adjusted
The Complete Code (0, 1, 2, 3, 4, 5, 6, 7, or 8) is used to determine the completion status of the course enrolment.  Where multiple completions are submitted, the complete code of the last record submitted is used. 
Matching of completion records to enrolment records is done using NSN, Course Code and Course Start Date.  If the course code or course start date on the completion record is different from the course enrolment record, the enrolment will not complete.  Course enrolments without completions are shown in the data accuracy report (see tab Course enrolments without a completion) loaded onto the TEO’s workspace. 

Exclusions
Some course enrolments (and any associated course completions) are excluded from the calculation of the successful course completion rate.  Examples are: 
· Any course with a Performance-Based Research Fund (PBRF) eligible value of M, D, L or C is excluded 
· Any course (using the qualification code associated with the course enrolment) with a qualification award category code that is missing or blank, or is a certificate of personal interest ), Secondary Tertiary Alignment Resource, programme of study taught under contract, or adult and community education programme of study at public TEIs. 
Exclusions are further explained in the Definitions & Methodology document.
Common issues
Most instances of problems arising with the successful course completion rate stem from cross year enrolments.  Cross year enrolments are where a course starts in one year and finishes in a subsequent year.  
	Issue
	Impact

	EFTS by month across the two years of the enrolment are greater than (or less than) the course EFTS factor.  
	This can deflate the course completion rate as the EFTS value of the denominator is overstated.  Additionally the TEO could be over claiming funding.  (Where less than the course EFTS factor, it may inflate the course completion rate and the TEO may be under claiming funding.)

	Course codes or course start dates differ for the same enrolment  between the two December SDRs
	As the course code and start date is used in matching the course enrolment and course completion records, only one part of the enrolment is picked up.  This can deflate the course completion rate (as the EFTS value of the successful completion is less than it should be) 


TEOs should review related data accuracy issues (refer to Section titled “Information provided to TEOs using SDR data”) that may affect this indicator, these are:

· Course enrolments without a completion

· Enrolments that are still to complete

· Discrepancies for courses straddling consecutive years
5.3 Retention
What it reports

The retention rate shows the proportion of students who were enrolled in a prior year who either completed their qualification and/or re-enrolled in the reporting year.

Student retention rate (as a percentage)
	Numerator
	Students re-enrolled in year n or completed in year n or year n-1

	Denominator
	Students with some portion of an enrolment in year n-1 


Note that for reporting year n enrolments from year n-1 are used, for example retention for 2013 will look for students enrolled in 2012 who either re-enrolled in 2013 or completed their qualification in 2012 or 2013. 

Key information used

Data used in the calculation

A distinct count of students meeting the numerator and denominator conditions is used to calculate the rate.
The student’s course enrolments and qualification completions are used to identify where a student has been enrolled in one year and either completed or re-enrolled in the subsequent year. Conditions are:
· The re-enrolment has to be at same TEO.  
· The re-enrolment can be in any SDR reported fund.
· Students do not have to be studying for the same qualification or at the same level to be counted as continuing or completed. 
· Where the course starts in one year and ends in a subsequent year, the student is counted in the denominator in each year.
· The qualification completion has to have been included in the qualification EPI for either year n-1 or year n
When reporting retention by register level, the highest register level of course enrolments for the student is used in the denominator of the calculation. .  The register level is the New Zealand Qualification Register level associated with the qualification identified in the course enrolment.

Exclusions
Course enrolments are excluded from the calculation if the course (using the qualification code associated with the course enrolment) has a qualification award category code that is missing or blank, is a certificate of proficiency certificate, is a certificate of personal interest, STAR, programme of study taught under contract, or adult and community education programme of study at public TEIs. 

Common issues
	Issue
	Impact

	The student is enrolled in a course that starts in one year and finishes 2 years later (for example, the course starts in 2011 and finishes in 2013).   If this is the only course they are enrolled in there will be no opportunity to re-enrol in 2012.
	This can deflate the rate as the student is counted as enrolled but not retained.

	The student has completed a qualification that meets the retention criteria; however it is reported to the TEC after the publication cut of date.
	This can deflate the rate as the qualification completion for the student is not counted.


TEOs should review related data accuracy issues (refer to Section titled “Information provided to TEOs using SDR data”) that may affect this indicator, these are:

· Course enrolments over 12 months long 

· Discrepancies in the qualification completion year

· Qualification completions without course enrolments

· Qualification completions that have enrolments with the same TEO code and NSN but different qualification codes.
5.4 Qualification Completion

The qualification completion rate shows the total EFTS value of qualifications completed in a year as a proportion of EFTS delivered in the reporting year.  The EFTS delivered is for the total number of course enrolments ending in reporting year n and while similar to the denominator used for the successful course completion rate, includes PBRF enrolments and excludes enrolments for certificates of proficiency.

EFTS-weighted qualification completion rate (as a percentage)
	Numerator
	Sum of qualification completions in year n x EFTS value of the qualification 

	Denominator
	EFTS delivered for the total number of course enrolments ending in year n


Key information used

Data used in the calculation

Qualification completions included in the qualification completion file are matched to course enrolments for the student at the TEO.  Where the qualification completion cannot be matched to an enrolment it is referred to as an imprecise match or imprecise completion.  Qualification completions that can be match to an enrolment are referred to as precise completions.

Imprecise completions may still be included in the qualification completion EPI.  These rules are quite detailed (refer to the Educational performance indicators: Definition and methodology document), however the basic conditions are that where there is a precise and imprecise completion for the student in the same year only the precise completion is counted and if there are more than two imprecise completions (and no precise completions) only one of the imprecise completions is counted.

Imprecise completions are included to take into account exit qualifications where a student has enrolled in a qualification but leaves after fulfilling the requirements for another, perhaps lower level, qualification.  Imprecise matches usually occur when a qualification is ‘embedded’ within a completed qualification, or when a student transfers from one qualification to another, or completes a double or conjoint degree.

In calculating the denominator, PBRF-eligible course enrolments are included (unlike the successful course completion rate).

Exclusions

Qualification completions are excluded from the qualification completion rate if there is a course enrolment for the qualification that ends in a year after the qualification completion.  In this case, we assume the student has not completed their studies.  

The qualification award category code is used to exclude courses for which the TEC does not expect a qualification completion.  In addition to the exclusions applying to the other indicators, certificates of proficiency and programmes of study made of selected unit standards are also excluded.  This condition also applies to the calculation of the EFTS delivered for the total number of course enrolments ending in year n.

Common issues
	Issue
	Impact

	‘Stranded’ qualifications: Where a student completes two different qualifications with identical qualification codes. 
	This will reduce the qualification completion rate but only has an impact on published rates where the student completes two qualifications with the same qualification code in the same year.  Only one will be counted as the TEC qualification register does not differentiate ‘stranded’ qualifications

	Qualification completions where the latest course enrolment end date is after the qualification completion year. 
	This will reduce the qualification completion rate because the qualification completion will not be counted in any year.  This situation can occur in courses with relatively long durations and where the student may successfully complete such a course early.


TEOs should review related data accuracy issues (refer to Section titled “Information provided to TEOs using SDR data”) that may affect this indicator, these are:

· Discrepancies for courses straddling consecutive years

· Qualification EFTS value is missing or null

· Discrepancies in the qualification completion year

· Qualification completions without course enrolments

· Qualification completions that have enrolments with the same TEO code and NSN but different qualification codes.
5.5 Progression

What it reports

The progression rate is the percentage of students who complete a qualification at the TEO and within 12 months of the completion, enrol in a qualification at a higher level at the same or a different TEO within New Zealand.  

· A student can be counted more than once in the rate if they complete or re-enrol in more than one qualification at different levels 

· To any fund reported through the SDR (currently excluding Industry Training funds)

Completion progression rate (as a percentage)
	Numerator
	Number of students enrolled at a higher qualification level within 12 months following the qualification completion

	Denominator
	Number of students completing a qualification at each level in year n-1


Key information used

Data used in the calculation

To be included in the progression indicator, the subsequent enrolment:

· must be at a higher level than the completed qualification.  The register level of the qualification associated with the earliest course enrolment is used to determine whether the enrolment is at a higher qualification level;
· can be at any TEO;
· can be in any funding source within the SDR (progression to industry training is not currently included);
· can be in certificates of proficiency or programmes of study made up of selected unit standards; 
· must fall within the period of 6 months before and 12 months after the lower level qualification is completed.  The course end date of the last course enrolment associated with the completed qualification is used to establish the date the qualification was completed.  The course start date of the earliest course enrolment associated with the higher level qualification is used to establish whether the enrolment is within the 6 month before 12 month after period.

A student can be counted more than once where they have completed two qualifications at different levels.  The Educational performance indicators: Definition and methodology document provides more information on this.

Exclusions

Enrolments in courses for which course completions are not expected (see Successful Course Completion indicator) are excluded from the progression rate.

The progression indicator only includes precisely matched qualification completions. Completions in certificates of proficiency and programmes of study made up of selected unit standards are also excluded from the denominator. 
Common issues
	Issue
	Impact

	‘Stranded’ qualifications: Where a student completes two different qualifications with identical qualification codes. 
	This will reduce the progression rate but only has an impact on published rates where the student completes two qualifications with the same qualification code in the same year.  Only one will be counted as the TEC qualification register does not differentiate ‘stranded’ qualifications

	Qualification completions where the latest course enrolment end date is after the qualification completion year. 
	This will reduce the progression rate because the qualification completion will not be counted in any year.  This situation can occur in courses with relatively long durations and where the student may successfully complete such a course early.


TEOs should review related data accuracy issues (refer to Section titled “Information provided to TEOs using SDR data”) that may affect this indicator, these are:

· Discrepancies in the qualification completion year

· Qualification completions without course enrolments

· Qualification completions that have enrolments with the same TEO code and NSN but different qualification codes.
5.6 Participation

The participation indicator is used to monitor the extent to which groups of New Zealanders such as Māori, Pasifika, and young people (under 25 years of age) are engaged in tertiary education.
Participation (as a percentage)
	Numerator
	Participation rate Total EFTS delivered for a group of interest in year n

	Denominator
	Total EFTS delivered in year n


Key information used

Data used in the calculation

Only incudes the portion of EFTS delivered in the reporting year.  For example where a student starts a course in 2012 and finishes in 2013, only the EFTS delivered portion falling in 2013 in included in 2013 participation calculations.

A student is included in an ethnicity if they have ticked any one of the three ethnicity fields for a particular ethnic group.  Hence it is possible for the same student to appear in three different ethnicity participation rates.  Students who did not state an ethnic group are excluded from ethnicity participation.

The student’s birth date is used to calculate their age as at 1 July of the reporting year.
Exclusions

Enrolments in courses for which course completions are not expected (see Successful Course Completion indicator) are excluded from the participation rate.

Common issues

	Issue
	Impact

	No significant issues. 
	


6 Information provided to TEOs using SDR data

6.1 Analyse My Performance 
The TEC provides EPI results and supporting information to TEOs via Analyse My Performance (AMP) and View My Documents (for Youth Guarantee) through each TEO’s workspace.

Information about AMP can be found in the Frequently Asked Questions Educational Performance Indicators, Analyse My Performance, Data Accuracy Report (see Related document and links at the beginning of this document)
6.2 Transparency data

The TEC produces transparency files for course enrolments, course completions and qualification completions.  These files shows the records enable the TEO to confirm that the TEC is holding the same data that they are holding for a student.

This files hold information about the student, the course enrolment, course completion or qualification completion; and when the course enrolment, course completion or qualification completion was submitted through the SDR.

These files can be found in AMP or in View My Documents (Youth Guarantee).

6.3 Data Accuracy Report

The TEC provides data accuracy reports to TEOs via View My Documents through each TEO’s workspace. The report is produced in spread sheet form and identifies possible anomalies with the data held.

The TEO does not have to take any action in relation to the report, however it may wish to review the issues raised to determine whether any action is in the TEOs interest. 

	Data Accuracy Issue
	What it shows
	What is can impact

	Course enrolments without a completion
	Course enrolments where a corresponding course completion record has not been submitted through the SDR.


	Successful Course Completion EPI

The impact on the rate will depend on the number of EFTS which may have been successfully completed compared to the total EFTS enrolled for the year.

	Enrolments that are still to complete
	Course enrolments with an end date in the reporting year where the complete code on corresponding course completion record is equal to 0, 1, 5, 6 or 7.  Courses that are PBRF eligible are excluded from this issue.
	Successful Course Completion EPI

The impact on the rate will depend on the number of records which are still to complete that have actually been successfully completed.

	Course enrolments over 12 months long
	Course enrolments with a course end date 12 months or more after the course start date.
	Student Retention EPI

	Discrepancies for courses straddling consecutive years
	Course enrolments which start in one year and finish in the next year but the enrolment has only been included in one of the December SDR returns.
	Successful Course Completion and Qualification Completion EPIs.  The impact on the EPIs will depend on the number of EFTS which have not been reported through the SDR.  

	Qualification EFTS value is missing or null
	Qualifications whose EFTS value in the Qualification Register is null. 
	Qualification Completion EPI as any completion in the qualification will be assigned an EFTS value of 0 (zero).

	Differences between the Qualification Award Category code and the register level of the qualification
	Qualifications where the register level of the qualification is different from that of the of the qualification award category code.


	Inaccurate Qualification Award Category code values or register levels may result in inaccurate completion progression rates and educational performance indicator information published by register level. 

	Qualification Award Category code does not agree with course classification
	Qualifications that include courses that are flagged as non-formal (where the CLASS field is “5.1”). 


	May affect results if Qualification Award Category code is incorrect. Either the Qualification Award Category Code is incorrect or the course classification is incorrect.

	Discrepancies in the qualification completion year
	Qualification completions where the Year Requirements Met is less than the year shown in the course end date of the last course taken for the qualification.
	Qualification Completion, Retention & Progression EPIs as these qualification completions are excluded from the EPIs.

	Qualification completions without course enrolments
	Qualification completions that cannot be matched to any course enrolments based on TEO and NSN combination.
	Qualification Completion, Retention & Progression EPIs as these qualifications are excluded from the EPIs.

	Qualification completions that have enrolments with the same TEO code and NSN but not qualification code
	Qualification completions that do not match to any course enrolments based on TEO, NSN and Qualification Code combination. 
	Qualification Completion, Retention & Progression EPIs as these qualifications may be excluded from the EPIs.

	The provider credits / points of the qualification is missing or not aligned with the qualification EFTS value, for possible short award qualifications
	Qualifications where the provider credit / points field does not conform to the qualification EFTS value.

 A one-EFTS qualification should equal 120 provider credits or points.
	No impact on EPIs however short award qualifications with less than 20 provider credits are not SAC-funded, while qualifications between 20 and 40 provider credits are closely monitored

	ISCED level values are missing, null, or do not agree with the Qualification Award Category code
	The ISCED (International Standard Classification of Education) level field value is missing or does not agree with the Qualification Award Category code.
	This issue does not affect indicators directly, but it is necessary for the Ministry of

Education’s international reporting obligations.

	ISCED subsequent destination field values are missing or null
	No information has been entered for this field (options are academic destination or vocational destination.


	This issue does not affect indicators directly, but it is necessary for the Ministry of Education’s international reporting obligations.


7 Merged TEOs
When TEOs merge during a year the EPIs are calculated for the whole year for the continuing entity.  For example if TEO A buys TEO B in June of 2012, TEOs A’s 2012 EPIs will include 2012 course enrolment and completion and qualification completion data from TEO B. 

For participation calculations the portion of an enrolment falling in the merger year is included for the merged entity.

For successful course completions courses with an end date in or post the merger year in any course completion figures for the merged entity. This includes all EFTS from courses even if the course has a portion of its delivery in the year prior to the merger. 

When TEOs merge during a year the EPIs are calculated for the whole year for the continuing entity.  For example if TEO A buys TEO B in June of 2012, TEOs A’s 2012 EPIs will include 2012 course enrolment and completion and qualification completion data from TEO B. 
For participation calculations the portion of an enrolment falling in the merger year is included for the merged entity.

For successful course completions courses with an end date in or post the merger year in any course completion figures for the merged entity. This includes all EFTS from courses even if the course has a portion of its delivery in the year prior to the merger. 

8 Submitting SDRs

TEOs should refer to STEO on the process of submitting SDRs.
Points to note about SDR submissions that may affect the data held by the TEC are:

· Where a course spans two years the course enrolment should appear in both December SDRs.  If the enrolment is missing from one of the Decembers SDRs then the full EFTS value of the enrolments will not be included in the course and qualification completion EPIs.  Additionally the TEI will be under reporting its EFTS delivered for one of the years which may affect funding.
· Course and qualification completion files can be submitted at any time.

· An SDR can be resubmitted for a prior year however the course register needs to be as per the time of the SDR period.

· In resubmitting SDRs the TEO should work with the TEC’s Service Centre (relating to the course register) and the Ministry of Education’s Sector Service desk about the actual submission of the files.

· Course enrolment files should generally not be changed once funding has been finalised for the year (generally mid-February of the following year) as the EFTS delivered should be the same for funding and EPI finals.

·  The December SDR is the definitive return of the year and replaces all enrolment and student data previous submitted in the April and August SDRs.  Any completions submitted in the April and August SDRs will be retained.
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