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[bookmark: _Toc232784269]Purpose 
The purpose of this document is to provide guidance about reporting work-based (WB) delivery data on the TEC data exchange platform (DXP) ITR.  
It is intended to be read alongside the Work-based Data Specifications and other resources listed on the Resources table at WB data collections | TEC website. This document includes: 
· Guidance for TEOs integrating with the DXP for reporting work-based delivery data.
· Dependencies on Ministry of Education (MoE) and New Zealand Qualifications Authority (NZQA) systems.
· Information about the functions and limitations of the ITR on DXP
· Summary of how TEC uses submitted data in its Information Products.
· Common DXP issues and how to resolve them.
· Audience information for TEOs, vendors, and TEC staff involved in work-based data collection.
The intended audiences are TEOs funded to deliver work-based training, TEOs who plan to move into work-based training, their vendors and TEC staff who seek to understand how work-based collection works and how the data is used. 
Work-based funding wash-up calculations and educational performance are determined using data submitted to the ITR and to NZQA. These results are available through the TEC’s Information Products. 
[bookmark: _Toc232784270]Key concepts 
This section provides an overview of what the ITR does and the key points users need to be aware. For a more technical level of detail refer to the Data specification for work-based learning and the TEC’s API Portal.  
There are six key concepts that explain what the ITR for work-based data does and how it operates. These are: 
The ITR receives data submitted by the TEO via its TMS. Data held in the ITR is the same as that held in the TEO’s TMS (allowing for timing differences).  
The training information held in the ITR is based around a training agreement which is the formal training contract between the learner, their employer and the TEO.  
The training a learner is undertaking is held in a programme enrolment. Programme enrolments cannot exist without a training agreement. 
Where the learner is a New Zealand apprentice, a training plan is required. A training plan is the agreement between the employer, apprentice and TEO supporting the apprentice. Training plans are in addition to the requirement for an apprentice to have a training agreement. 
Training agreements and programme enrolments are managed by the ITR through the assignment of a status. The status drives whether the learner’s enrolment can be updated, whether it is eligible for funding and whether it is included in performance reporting about the TEO. Refer to the Work-based data specification for more information. 
TEOs register programmes in the ITR for which they have approval to deliver. A learner’s programme enrolment is in one of these registered programmes. Programmes that will be delivered as New Zealand Apprenticeships and Micro-Credentials must be manually approved by the TEC before TEOs can enrol learners in these programmes. Approved, pending and declined programmes can be viewed in the DXP Ngā Kete portal. 
Data must be as up to date as possible by the close of business on the last working day of each month, particularly at the periodic “snapshot/cut-off” dates – refer to the data specification. 
[bookmark: _Toc232784271]Overview of ITR operations 
The TEO’s TMS communicates with the ITR through the API to report programmes, training agreements, enrolments and the components within enrolments.  
The ITR is dependent on NZQA data to determine which components and programmes a learner has completed. 
[bookmark: _Toc232784272]Accurate Learner Identification via Master NSN
Learner identity information is used to confirm whether the learner’s NSN is valid on the NSI managed by the MoE. Accurate identification of the learner’s NSN through a master NSN is required to link learner achievement data reported via NZQA with data reported directly to the ITR. Key points about learner information.
If the learner’s NSN is not recognised by the ITR it may be because it has changed due to the merging of NSNs. In such cases the TEO can send an update learner details message to update the NSN. 
If the NSN is not recognised by the ITR and it has not been merged with another NSN then the TEO should contact the MoE Contact Centre on 0800 422 599 or email service.desk@education.govt.nz to merge the NSNs. 
In addition to the learner’s NSN, the TEO through their TMS must provide a local identifier which is to be used for all transactions for that learner at the TEO. This means that if the learner is enrolled at two TEOs the ITR would identify the same NSN but two local identifiers. 
Learner details are used for statistical and participation reporting purposes.  
The ITR holds the learner information by TEO. This data is not over-written by the data submissions for other TEOs. Please note that when a TEO submits the same learner via more than one of the TEC’s data collection systems, the most recently submitted data from that TEO is what will be reported via the TEC’s information products.  
 
[bookmark: _Toc232784273]Work-based EFTS methodology 
The predecessor to this document was Standard training measures, offsets, and learner counts for industry training organisations, version 4.0 published February 2018.
[bookmark: _Toc232784274]Purpose
The purpose of this section is to set out the methodology used to calculate the volume and value of delivery for funding and reporting. The formulas are calculated using data reported through the Industry Training Register (ITR).
[bookmark: _Toc232784275]Scope 
This section describes the definitions, methodologies and supporting formulas used for calculating Equivalent full-time students (EFTS):
a) Raw work-based EFTS, and
b) Off-job delivery EFTS, and
c) Net work-based EFTS.
[bookmark: _Toc207713042][bookmark: _Toc207713163][bookmark: _Toc232784276][bookmark: Participation][bookmark: _Toc452718614]General methodology that applies to all formulas
This methodology applies to all organisations reporting through the ITR. 
EFTS are calculated using data sourced from the ITR. As well as holding data entered by TEOs, the ITR also holds component (credit) achievement and qualification completion data provided to the New Zealand Qualifications Authority (NZQA).
Learners whose enrolments reported through the ITR and are eligible for funding under Delivery at Levels 3 to 7 (non-degree) on the New Zealand Qualifications and Credentials Framework (DQ3-7) are included in calculating EFTS.[footnoteRef:1]  [1:  Some TEOs support learners who are not funded under DQ3-7 (for example, Trades Academies students). The EFTS calculations for this data are the same.] 

For work-based EFTS, learners with a status of active or grace on the last day of each month (eligible for funding) in the year being reported are included. Months where a learner has a status of hold, completed or withdrawn on the last day of a month are excluded from the calculations (unless otherwise stated). For example, if a learner enrols and then completes or withdraws within the same month, they are not included in the calculation for that month.
EFTS volumes for complex apprenticeship programmes are calculated at the parent level of the complex programmes. For these arrangements, the nominal credit value of any sub‑programmes is excluded.
Off-job EFTS will calculate unless the learner has been withdrawn from the off-job delivery and/or the connected work-based programme.
The master NSN is used for all learners. 
The final cut-off date for calculating EFTS is 1 April of the following year. All data entered into the ITR up to and including 31 March will be included in the calculations. Any data submitted after 31 March relating to the previous reporting year will be captured in the ITR but not included in EFTS calculations for the reporting year. 
The funding allocation for DQ3-7 is agreed as part of the Investment Plan process. 
Year always refers to a calendar year, i.e., 1 January to 31 December (inclusive).
[bookmark: _Credit_achievement][bookmark: _Toc207713043][bookmark: _Toc207713164][bookmark: _Toc232784277]Equivalent full-time students (EFTS)
An EFTS is a unit of a quantity of training. One EFTS is the nominal amount of training that is required for a learner to achieve 120 credits in an approved and structured training programme. We use EFTS to monitor provision, commitments, and funding. 
We use EFTS to measure the volume and to calculate the value of delivery per learner enrolment per programme per year.
There are three aspects to the EFTS volumes calculated from the data submitted via DXP-ITR:
a) Raw work-based modes of delivery EFTS, and
b) Off-job delivery, provider-based modes of delivery EFTS, and
c) Net work-based EFTS (Raw EFTS less off-job EFTS).
[bookmark: _Toc232784278]Calculating work-based EFTS – raw (prior to off-job adjustment)
The raw work-based EFTS are calculated from the programme details. 
[bookmark: _Toc395091249][bookmark: _Toc207713011]Formula 1: EFTS for a programme per year
	
	Nominal credits for programme
	÷
	120 credits
	

	
	Nominal duration in years
	
	
	



The duration of the programme is initially nominated by the TEO but is subject to change. It may differ from the average duration learners actually take to complete the programme. Where it differs, the duration will be subject to monitoring and exception reporting. Patterns of over-duration will feature in regular engagements between the TEO and the TEC.
EFTS are calculated each month to enable year-to-date or full-year EFTS calculations. For EFTS per month, the formula is formula 1 as above, divided by 12.
[bookmark: _Toc207713012]Formula 2: EFTS for a programme per month
	
	Nominal credits for programme
	÷
	120 credits
	
	÷
	12 months
	

	
	Nominal duration in years
	
	
	
	
	
	



The EFTS per month apply when the learner has a status of active or grace on the last day of each month.
[bookmark: _Toc394580495][bookmark: _Toc232784279]Calculating Off-job, provider-based EFTS
Off-job delivery is also processed through DXP-ITR. This data covers the provider-based aspects of work-based programmes, such as block-courses and night classes.
The off-job delivery calculations are affected by the ACTIVE (or not) status of the enrolled programme. 
Refer to the Data Specification regarding duplicated courses.
Assign a course EFTS factor
The EFTS value of off-job courses must be consistent with the amount of synchronous teaching and learning that occurs on the course, together with any self-directed learning directly applicable to the course (not the programme generally).
Formula 3: Calculating 1 EFTS 
	1 EFTS        =
	120 credits        =
	1,200 hours


Assign a course EFTS factor - examples
If a ‘package’ of off-job learning (e.g. a day course, block course or series of night classes) entirely covers one or more component(s) (standards or courses), then the EFTS value would come directly from the credit value of the component(s) (where 1 EFTS = 120 credits).
Alternatively, the credit, and therefore, EFTS value can be determined in other ways. One method is to use the NZQA formula where one credit represents 10 notional hours of teaching, learning and assessment.
Calculating EFTS per month
To calculate the EFTS per month from the Course EFTS Factor, the formula is:
Formula 4: Calculating the EFTS per month
	
	Course EFTS Factor
	

	
	(Course Finish Month – Course Start Month) + 1
	



Formula 5: Calculating the EFTS per month for a course that spans years
	
	Course EFTS Factor
	

	
	(Course Finish Month – Course Start Month) + 1 + 12
	


Calculating EFTS per month - examples
An off-job course enrolment ran for 2 weeks in March 2025.  The course has an EFTS factor of 0.0384.  The EFTS per month are calculated as:
	
	0.0384
	
	=
	
	0.0384
	
	=
	
	0.0384 EFTS per month
	

	
	(3 – 3) + 1
	
	
	
	1
	
	
	
	
	


An off-job course enrolment ran for 2 weeks between April and May 2025.  The course has an EFTS factor of 0.0384.  The EFTS per month are calculated as:
	
	0.0384
	
	=
	
	0.0384
	
	=
	
	0.0192 EFTS per month
	

	
	(5 – 4) +1
	
	
	
	2
	
	
	
	
	


An off-job course enrolment ran for 12 weeks between November 2025 and February 2026.  The course has an EFTS factor of 0.0384.  The EFTS per month are calculated as:
	
	0.0384
	
	=
	
	0.0384
	
	=
	
	0.0384
	
	=
	
	0.0096 EFTS per month
	

	
	(2 – 11) +1 + 12
	
	
	
	-9 +1 + 12
	
	
	
	4
	
	
	
	
	


[bookmark: _Toc232784280]Calculating work-based EFTS – net of off-job EFTS
For learners who attend off-job courses as part of their programme, the EFTS calculated for Off-job delivery are deducted from the raw work-based EFTS to determine the net work-based EFTS.
Following submission of both work-based and off-job (provider-based) delivery data, TEC will calculate the volume of delivery in each mode.


Calculating work-based EFTS – net of off-job EFTS - examples
In this example calculation the programme = 75 credits or 0.6250 EFTS, and the duration is one-year.
	
	EFTS
	

	Programme credit value
	       0.6250 
	Duration one-year

	 
	
	 

	Reported delivery
	
	 

	“Raw” work-based volume 
	       0.6250 
	Based on programme credit value and duration

	Off-job (provider-based) volume
	       0.1333 
	Off-job delivery EFTS

	
	
	 

	Calculated delivery volume
	
	 

	“Raw” work-based volume 
	       0.6250 
	

	Minus Off-job volume 
	     (0.1333)
	

	“Net” work-based volume 
	       0.4917 
	Work-based volume

	 
	
	 

	Off-job delivery volume
	       0.1333 
	Provider-based volume 

	 
	
	 

	Total volume of delivery
	       0.6250 
	 



The same example but stated as credits instead of EFTS.
	
	Credits
	

	Programme credit value
	                75 
	Duration one-year

	
	
	 

	Reported delivery
	
	 

	“Raw” work-based volume 
	                75 
	Programme credit value

	Off-job (provider-based) volume
	                16 
	Off-job delivery credits

	
	
	 

	Calculated delivery volume
	
	 

	“Raw” work-based volume 
	                75 
	

	Minus Off-job volume 
	(16)
	

	“Net” work-based volume 
	                59 
	Work-based volume

	 
	
	 

	Off-job delivery volume
	                16 
	Provider-based volume

	 
	
	 

	Total volume of delivery
	                75 
	 



[bookmark: _Toc232784281]Off-job EFTS – value displayed in information products
In the current TEC information products (previously Ngā Kete), the volume and value of delivery in off-job will display as the full EFTS value for the calendar year, not the year-to-date value as at the month-end.
This is consistent with the data displayed during 2023 and 2024 – however, due to course enrolment reporting differences at each SDR return, the effect would not have been as apparent in the data. 
With the upgrade to the new information products (PowerBI) in the future, the off-job data will correctly display the year-to-date value for this aspect of delivery.


[bookmark: _Toc232784282]NZSCED and Occupation Codes
All new programmes must be assigned both codes for both: 
New Zealand Standard Classification of Education (NZSCED), and Occupation code. 
These codes, together with the NZQCF level of the programme as applicable, are used to assign the subject-based funding rate identifier. The rate identifiers applied to each programme can be viewed in the information product My Provision – ITR sheet: ITR programme subject category funding rates. 
[bookmark: _Toc232784283]New Zealand Standard Classification of Education (NZSCED) 
The NZSCED should be the one assigned to the target qualification. For complex programmes the NZSCED of the NZQCF level 4 programme should be specified. Where the complex programme contains more than one level 4 programme, assign the most appropriate code. 
[bookmark: _Toc232784284]Occupation Codes 
The StatsNZ National Occupation List has been adopted to enhance the data on programmes and training agreements. These codes replace the TEC-developed Programme Groups (levels 1 and 2). 
Occupation Code is required in two places  
· Programme-version, and  
· Training Agreement. 
Do not set-up multiple programmes to cover different Occupation Codes. Use the best fit focussing on the programme itself.   
The code on the Training Agreement should represent the occupation of the learner – it can be different to that for the Programme-version.  
Example: A NZC Health and Safety would be Programme Occupation Code:  
251312 - Occupational Health and Safety Advisor  
But the Training Agreement Occupation Code for a learner taking this programme could be a many different codes, such as:  
12XXXX- Farmers and Farm Managers, 72XXXX-Mobile Plant Operators, 45XXXX-Sports and Personal Service Workers, 42XXXX-Carers and Aides  
TEC will review the NZSCED and Occupation Codes that have been assigned to programmes. If amendments are agreed these will be processed by the TEC as a data fix. 
NZSCED codes were previously assigned to every programme by the TEC – these have been retained for programmes that existed prior to the implementation of the new Data Exchange Platform (DXP). 
Occupation Codes were applied to existing programmes following an agreed process.  
[bookmark: _Toc232784285]Backdating restrictions and Grace expiration
The ITR includes some back-dating restrictions.  
As of October 2025, TEC is reviewing and investigating enhancements to the validations to allow a more nuanced approach. In the meantime, where another option is not available, a request for a data fix must be submitted via the TEC’s Customer Contact Team. 
[bookmark: _Toc232784286]Training agreements 
Create - Training Agreement Signed Date must be no older than 120 days from current date. 
Update - Backdating is limited to 365 days or less because changes to training agreements affect the status of associated enrolments. 
Grace - The system will set the training agreement to ‘Finished’ if it has been in the status of Grace for six weeks [42 days]. 
[bookmark: _Toc232784287]TAs and Enrolments 
If a learner enrols in multiple concurrent IT programmes, the TEO can submit multiple enrolments within seven days from the first Enrolment submission and assign them to the same training agreement.
Unless a learner is enrolled in an LCP programme and then enrols in the target NQ programme (for the original LCP). This enrolment can be processed under the same training agreement.
Therefore, an additional Enrolment can be added as long as the existing Enrolment is an LCP programme type. 
[bookmark: _Toc232784288]Enrolments 
Status - can be backdated a maximum of 365 days from the current date. Completions are excluded from this limitation; any backdated events stemming from the receipt of a completion from NZQA can be applied beyond the 365-day limit. 
[bookmark: _Toc232784289]GET messages for ITR data 
The ITR provides the facility for TEOs to retrieve current information held about a learner, their training agreement and associated programme enrolments. It allows a comparison between the data in the ITR and that held in the TMS. 
You can use the GET Enrolment to access data relating to component and programme completions.  
Examples include: 
· confirming the status of the learner’s programme enrolment 
· showing what components are included on the enrolment, and 
· confirming whether components and programme enrolments have been flagged as completed by the ITR
A GET message can be performed on a learner’s training agreement and associated enrolments or a just single learner programme enrolment. 
[bookmark: _Toc232784290]Key points about the GET messages 
The latest learner details, submitted through the ITR, are returned.  
The GET message matches on the component version number. This means that it is possible that the status of a programme enrolment shows as COMPLETED (as the completion service matches on component number only) but one or more of the components belonging to the enrolment shows as "Null” 
It is only possible to retrieve the latest information held in the ITR. E.g. It is not possible to retrieve information about changes made to a learner’s training agreement or programme enrolment. 
The GET message only shows data that is held in the ITR and does not include any data calculated and held external to the ITR, for example EFTS or credit values of components achieved. 
If the programme has been transferred the Last transfer date will be returned as part of the GET message. 
If the enrolment is a complex apprenticeship, then the details returned will be for the overarching parent enrolment with the programme enrolment details of the sub-programmes also shown. 
[bookmark: _Toc232784291]How the TEC uses ITR information 
[bookmark: _Toc232784292]Educational performance indicators (EPIs) 
Refer to Educational performance indicators for Work-based delivery. 
[bookmark: _Toc232784293]TEC Information Products - general 
Our information product (previously “Ngā Kete”) is accessible via the DXP Ngā Kete secure portal. It can be used by TEOs and selected sector agencies that have an authorised login. The Information Products includes tools that allow users to explore and analyse selected sector data. 
Of particular interest to work-based TEOs are the following: 
My Commitments – UFS: Reports volume commitments and actuals for DQ3-7 across all mode of delivery. Utilises the net work-based EFTS (refer to Work-based EFTS methodology). 
My Provision – UFS: Volume and value across all modes of delivery for DQ3-7 provision. Utilises the net work-based EFTS (refer to Work-based EFTS methodology). Includes: 
· Delivery data year to date at programme-level, and 
· ITR programme subject category funding rates, showing the F1-F6 funding rates applied to each programme. 
My Commitments – ITR: This app reports on volume commitments and actuals for the work-based modes of delivery only. The work-based data is reported as the raw EFTS (refer to Work-based EFTS methodology). 
· Includes EPI commitments and actuals. 
My Performance – ITR: Reports all EPIs relevant to work-based data. 
My Provision – ITR: All volume and value data, to NSN level. Includes: 
· Enrolment data sheet, providing year to date detail, and 
· ITR programme subject category funding rates, showing the F1-F6 funding rates applied to each programme. 
My Industry Training Delivery and Offsets: This app was created to focus on the funding offsets that applied until 31/12/2021. The offsets are no longer relevant and have not been calculated since the year 2021 was completed (on 1 April 2022). The data fields for the offsets are retained but are all zero for 2022 onward.  The app includes: 
· Detailed transparency data sheet, providing monthly data (see below), and 
· Average duration data sheet which reveals the average duration by programme. 
[bookmark: _Toc232784294]Information Products - Detailed Data Sheets 
The detailed data sheets provide the NSN-level view of the ITR data following its transformation through the TEC’s data warehouse. 
These sheets can be used to reconcile the TEO’s own systems with this data.  
Where a programme enrolment is a complex apprenticeship, the data will only show the parent programme and not the sub-programmes.  
Where differences in data do exist, the TEO should identify what records are causing the difference and investigate whether the problem is with the data held in their TMS, the ITR, or NZQA. 
There are two key detailed data sheets: 
· My Provision – ITR: Enrolment data, providing year to date detail, and 
· My Industry Training Delivery and Offsets: Detailed transparency data, providing monthly detail. 
 
 
[bookmark: _Toc232784295]Reconciling the TMS to the ITR 
[bookmark: _Toc232784296]Purpose of reconciliation 
It is recommended that TEOs, at regular intervals, reconcile the data held in their TMS with the data held in the ITR. It is important that the TEO and the TEC are working from the same data which allows for a simple process in agreeing final funding and performance results at the end of each year. 
Reconciliation should cover the entire calendar (funding) year rather than be incremental from the last reconciliation. This is due to the backdating that is allowed in the data, making incremental reconciliation ineffective.  
Data must be as up to date as possible by the close of business on the last working day of each month, particularly at the periodic “snapshot/cut-off” dates – refer to the data specification. 
[bookmark: _Toc232784297]Key areas of reconciliation  
At a high level, TEOs should reconcile the TEC’s calculation of on and off-job EFTS and EPIs with their own calculations. At a more detailed level, they should ensure that the following data (at a learner programme and programme version level) matches between their TMS and the ITR: 
· participation start date 
· participation end date 
· enrolment status 
· credits achieved
TEOs should also check that all records in their TMS are in the ITR and all records in the ITR are in their TMS. Further information on reconciling is given in the table below. 
Table 2: Reconciliation guide 
	Point of reconciliation 
	Possible implications if incorrect 
	Possible reasons for differences 

	EFTS value 
	EFTS over or understated affect the calculation of: 
· value of delivery (including funding wash-ups) 
· credit achievement EPI 
· programme completion EPI. 
	Programme enrolment completion date in the TMS is different from the ITR. 
Learner programme enrolment status difference between the TMS and ITR. 

	Actual average duration 
	EFTS and value of delivery calculation incorrect. 
Programme completion rate incorrect (for example enrolments remaining active in the ITR where TMS sees them as completed). 
	Learner programme enrolment status is different between the TMS and ITR. 

	ACTIVE and GRACE months 
	EFTS over or understated affect the calculation of: 
· value of delivery (including funding wash-ups) 
· credit achievement EPI 
· programme completion EPI 
	Programme enrolment completion date in the TMS if different from the ITR. 
Learner programme enrolment status difference between the TMS and ITR. 

	Credit achievement 
	Credit achievement EPI is incorrect. 
	Components listed against enrolments are different between TMS and ITR. 
Credit value used is different where learner enrolled in one component version but completes another. TEC uses credit value of the achieved component. 

	Programme completions 
	Programme completion EPI is incorrect. This can indicate that the EFTS values are incorrect 
	Refer to data specification for information on the processing of completions. 



[bookmark: _Toc232784298]Data change principles and requests 
The ITR has a number of validation requirements which mean that TEOs are unable to amend some of the data they have submitted to the ITR. In these circumstances the TEC may consider making changes to the ITR directly.  
The TEC will assess all applications against the principles set out below.  
Table 3: Data change principles 
	Principle 
	Implication 

	The TEO owns the data and the TEC has no authority to change the data unless requested by the TEO. 
	No change can be processed unless requested by an TEO. 
The TEC will investigate any data irregularities.  

	The TEC will only change a TEO’s data where all avenues open to the TEO have been exhausted.  
The cost incurred by the TEO in making the changes itself will not be an overriding factor.  
	The TEO must provide sufficient evidence to demonstrate the change is needed. This includes that: 
· all avenues have been explored 
· the change will not compromise the integrity of the ITR

	Where the TEC is changing data on behalf of a TEO and the change has a financial impact on the TEO or the TEC, the person authorising the change must have appropriate financial delegated authority. 
	The TEO will need to demonstrate that the requestor has sufficient financial delegated authority to request the change.  

	Data fixes should be an exception and should not be used for addressing regular problems. 
	Where a request occurs regularly across multiple TEOs a change should be made to the ITR. 

	Any changes to data within the ITR should not affect the integrity of the ITR or the use of the data held within the ITR. 
	The TEC will assess each request from a business, information and system integrity perspective. 

	Data contained in the ITR must align with data in a TEO’s TMS. 
	Any changes made to data in the ITR must also be made by the TEO to data in their TMS. 



These principles are designed to achieve a balance between the need for the TEC to act reasonably in response to evidence from TEOs about issues with the accuracy of the ITR data, and the obligations of TEOs to submit accurate data. The principles provide for extensive and expert review of any request for changes to ITR data and establish a relatively high threshold for change.  
[bookmark: _Toc232784299]Requesting a change and criteria for assessment  
In the first instance, a TEO should explore the options that are available to it through the TEC’s Customer Contact Team to determine whether a data change is required. 
The TEO needs to demonstrate that it is unable to correct the data using its own TMS and the inability to report the relevant data would have a significant detrimental effect on the reported performance or funding entitlement of the TEO. 
The TEC will assess the TEO’s request to ensure that a change to the data held in the ITR is warranted, possible to make within the ITR, and does not compromise the TEC’s ability to accurately report TEO performance or make sound funding decisions, present or future.  
The TEO will need to provide the TEC with the required information to create the change. The information that needs to be provided will be advised by the TEC as part of or after consideration of the TEO’s request. 
During the data change process, the TEC will contact the organisation on two occasions: 
1. Prior to implementing into production, to request confirmation that the content of the change is correct. 
2. Once in production, to confirm that the TMS content is now in line with the ITR. 
[bookmark: _Toc232784300]Known changes that require a TEC data fix  
Examples of issues that would require a data fix:
· Remove a completion: Revocation of completion records;
· Amend a programme: Programme duration below the minimum for the programme type with the support information;
· Change status: e.g. if the learner was withdrawn, but their completion was about to process. (Noting that TEO business processes should prevent this being required.)

[bookmark: _Toc232784301]Support by the TEC 
[bookmark: _Toc232784302]Support for ITR issues and queries  
Where TEOs experience ITR issues, it is recommended that they work through the following checklist: 
· check for an answer in their own training material 
· refer to the data specification and this user guide  
· review the answers to Frequently Asked Questions on the TEC’s Work based Data Collection page for new ITR data collection requirement, and;
· contact their TMS vendor for software-related issues. 
If the TEO is still unable to resolve the issue, then they should contact the TEC’s Customer Contact Team: 
· phone 0800 601 301 
· email CustomerService@tec.govt.nz
The TEC’s Customer Contact Team will either answer the query or, where it requires specialist technical or business input, direct the query to the appropriate area of the TEC. 
[bookmark: _Toc232784303]TEC and the Trainee Management System vendors 
The TEC will communicate with TMS vendors and TEOs to advise them of any changes to the ITR that require TMS changes.  
TEOs must resolve any TMS-related issues with their TMS vendor. TEOs should ensure that their TMS is fully functional with the ITR to ensure accurate data is available to the ITR in a timely way. 
 
[bookmark: _Toc232784304]Testing the TMS against the ITR 
It is the TEO’s responsibility to ensure their TMS functions properly with the ITR and the environment within which the ITR operates. 
The TEC will provide notice of any enhancements or upgrades and will work with TEOs and TMS vendors on these changes. 
Where an update has been made to a TMS, it is recommended that the updates are re-tested with the ITR to ensure functionality and usability. The TEC provides a test environment for TEOs and their TMS vendors for this purpose. The test environment is known as “PRE”. 
Please note that the TEC is unable to refresh individual TEO PRE data with production data - all TEOs’ data must be updated as scheduled each month. Therefore any request and subsequent refreshing will be done in consultation with all TEOs. 
Further information on connecting to the ITR, please refer to Getting Started in the TEC’s API Portal. 
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The previous version of this document, the Industry Training Register User Guide, (version 3.2, published May 2021), is available for reference on the TEC website. 
[bookmark: _Toc232784307]Related documents and links 
The TEC website is the main source of information relating to Work-based data collection the ITR.  
The API portal provides information about the various ways that you can integrate with the TEC to submit data. 
Table 1: Related documents  
	Document
	TEC reference

	Work-based data specification
	https://www.tec.govt.nz/funding/managing-your-funding/reporting-and-recordkeeping/reporting-tools/work-based-data-collection

	Funding conditions 
	https://www.tec.govt.nz/funding/funding-and-performance/funding/funding-conditions-by-year/ 

	Methodology: Educational performance indicators for Work-based delivery 
	https://www.tec.govt.nz/funding/funding-and-performance/performance/teo/epi-reports/ 



[bookmark: _Toc232784308]Document control 
This user guide is a living document and will be updated accordingly. The TEC will work with stakeholders to ensure the user guide is accurate and relevant. The owner of the document is the Product Owner, DXP Ngā Kete. 
[bookmark: _Toc232784309]Acronyms and glossary 
A list of common acronyms and glossary of frequently used terms can be found in appendices 1 and 2 of this document. 
[bookmark: _Toc232784310]How to submit feedback 
Feedback on this document can be submitted via email to CustomerService@tec.govt.nz using the subject line ‘[Edumis # - ITR Guide]. 
[bookmark: _Toc232784311]Further releases of this document 
This document will be updated where the need for new or revised content has been identified, updates are made to operational policy, or changes are made to the ITR. 

 
[bookmark: _Toc232784312]Appendix 1:  Acronyms 
The following is a list of commonly used acronyms both within this user guide and generally in relation to industry training. 
	Abbreviation 
	Term 

	ANZSIC 
	Australian and New Zealand Standard Industrial Classification 

	EPI 
	Educational Performance Indicator 

	IT 
	Industry Training 

	ITR 
	Industry Training Register 

	LCP 
	Limited Credit Programme 

	COM 
	Complex Arrangement 

	EFTS 
	Equivalent full-time students 

	MC 
	Micro-credential 

	MoE 
	Ministry Of Education 

	NQ 
	New Zealand Qualification 

	NSI 
	National Student Index 

	NSN 
	National Student Number 

	NZA 
	New Zealand Apprenticeship 

	NZQA 
	New Zealand Qualifications Authority 

	NZQCF 
	New Zealand Qualifications and Credentials Framework 

	RoA 
	Record Of Achievement 

	SCP 
	Supplementary Credit Programme 

	TA 
	Trades Academies 

	TEC 
	Tertiary Education Commission Te Amorangi Mātauranga Matua 

	TEO 
	Tertiary Education Organisation 

	TES 
	Tertiary Education Strategy 

	TMS 
	Trainee Management System 


 
[bookmark: _Toc232784313]Appendix 2:  Glossary of terms 
	Term 
	Definition 

	API Portal 
	TEC’s API portal that hosts the ITR. 

	Apprentice 
	Refers to New Zealand apprentice. 

	Complex apprenticeship 
	A complex apprenticeship consists of a parent programme, one or more sub-programmes and additional components.  
Sub-programmes are not included in the calculation of EFTS. 
Sub-programmes are not included in the calculation of the programme completion rate, except where the parent programme has been withdrawn and a sub-programme has been completed. 
Credits achieved against the sub-programmes, and the additional components held against the parent programme, are included in the calculation of the credit achievement rate. 
Complex apprenticeships are used for New Zealand Apprenticeships. 

	Component 
	Components describe what a learner who has achieved the component knows and can do. Each component has a defined credit value and a level. 
Components can be: 
· Unit Standards; 
· Skills Standards; or 
· Courses. 
Except for courses, a component identifier comprises a component number and a component version number.  
In registering a programme in the ITR the provision of a component version number is optional. Where a component version number is given, the credit value of this version will be used in any credit achievement calculations. Where no component version number is provided, the credit value of the latest active version at NZQA will be used (this does not apply to courses). 

	Credit achievement 
	The credit value of components achieved by learners where the component is undertaken by the learner as part of completing a programme. 

	Credits 
	Credits are the credit value attached to components registered at NZQA. 

	Data Exchange Platform (DXP) 
	The platform that allows TEOs to connect to TEC systems for data and reporting. It includes the DXP API Portal and DXP Ngā Kete portal. 

	DQ3-7 
	The Delivery at Levels 3 to 7 (non-degree) on the NZQCF and all industry training (DQ3-7) Fund. This includes delivery at levels 1 and 2 for work-based delivery. 

	Distinct trainees  
	Distinct trainees is a count of the number of learners in a given time period. Where a learner is reported against multiple programmes the learner is counted only once. The learner can be enrolled in any programme, including LCP and SCP. For most reporting the count may be limited to learners eligible for funding during the period that the reporting covers. 

	Education Sector Login 
	The MoE process for validating access to sector information systems. This is required for a user to log into the TEC Data Exchange Platform (DXP). 

	Educational Performance Indicator 
	An assessment of work-based educational outcomes that are of interest to the TEC and published annually.  

	Equivalent Full-Time Student (EFTS)  
	EFTS are full-time equivalent measure used in volume and value of delivery calculations.  
Refer to the Work-based EFTS methodology section. 

	Eligible for Funding 
	A learner with the status of ACTIVE or GRACE on the last day of a calendar month. If a learner does not have either status on the last day of the month, no volume or value of delivery is recognised for them. 

	Funding Source Code 
	There are two funding source codes applicable for the ITR: 37 – DQ3-7 and 24 – Trades Academies 

	Learner 
	A generic term used to refer to apprentices, trainees and students. 

	Limited credit programme 
	An LCP is designed to introduce a learner to a New Zealand qualification, and the intention is that the learner enrols in the full (target) programme once the LCP is completed. The LCP can only have a credit value of up to 51% of the target qualification. 
Only one active LCP can lead to a programme at any one time. An LCP programme can have either funding sources code, but can only be IT or TA study type codes. 
It must be between 20 and 70 credits. 
LCPs are not included in the calculation of an TEO’s programme completion rate but are included in the calculation of credit achievement and participation rates. 

	Micro-credential (Programme Type MC) 
	A micro-credential certifies achievement of a coherent set of skills and knowledge; and is specified by a statement of purpose, learning outcomes, and strong evidence of need by industry, employers, iwi and/or the community. 
These programmes must be manually approved by the TEC before they can be used for enrolments. 
Refer to the TEC website for more information. 

	Ministry of Education 
	The MoE delivers policies and services for the tertiary sector. This includes developing strategic policy for the tertiary sector and international education, undertaking relevant research and analysis, and monitoring the performance and capacity of Crown entities.  

	Mode of Delivery 
	There are five modes of delivery, all are relevant to data reported via the ITR. The modes are: 
· Work-based 
· Assessment and Verification (also a work-based mode) 
· Provider-based (off-job delivery data, Intramural/ Extramural Attendance field; value 1)
· Provider-based; extramural (off-job delivery data, Intramural/ Extramural Attendance field; value 2)
Refer to the TEC website for more information. 

	National Student Index 
	The NSI is a database maintained by the MoE. Its purpose is to allocate a unique identifier – National Student Number – to every learner enrolled with an education provider in New Zealand. 

	National Student Number  
	A number allocated by the NSI that uniquely identifies a learner within the New Zealand education system. 

	New Zealand qualification 
	A New Zealand qualification leading to a qualification registered on the NZQCF. 
An NQ programme can have an IT, TA, NZA and CB study type codes, and must have a minimum credit value of 40 credits.  
An NQ programme must have an NZQCF level of 4 if it has NZA study type code.  

	New Zealand apprentice 
	A learner who is enrolled with a NZ Apprenticeship study type code (NZA). 

	New Zealand Apprenticeship 
	Programmes with study type codes that include NZA must be manually approved by the TEC before they can be used for enrolments. 
Refer to the TEC website for more information. 

	New Zealand Qualifications Authority  
	NZQA's role in the education sector is to ensure that New Zealand qualifications are regarded as credible and robust, nationally and internationally, in order to help learners succeed in their chosen endeavours and to contribute to New Zealand society. 

	New Zealand Qualifications and Credentials Framework  
	The NZQCF contains a comprehensive list of all quality assured qualifications and credentials in New Zealand and is administered by NZQA.  

	Nominal duration 
	The programme duration (in months) that an average learner is expected to take to complete the programme. 

	Pacific peoples or Pasifika 
	The ethnicity Pacific peoples is used in reporting from the ITR.  
A learner is recognised as “Pasifika” if one or more of the six ethnicities reported (using Statistics New Zealand classifications) is Cook Islands Māori, Fijian, Niuean, Other Pacific Peoples, Pacific Peoples nfd (not further defined), Samoan, Tokelauan, or Tongan. 

	Parent programme 
	A complex apprenticeship programme type allows a NZ apprentice to enrol in a programme that consists of more than one sub-programmes, or one sub-programme with additional components. 
Sometimes referred to as an overarching programme. 

	Programme enrolment 
	A specific programme that details what the learner is learning and the start and expected end dates. 

	Qualification 
	Programmes that are New Zealand qualifications and lead to the award of a qualification registered on the NZQCF. The attributes that identify a particular qualification are qualification number, qualification version number and qualification strand number (optional). 
It is important that the qualification completion sent to NZQA matches (at a qualification number, version number and strand number) the qualification on the programme the learner has completed. The transfer programme feature can be used to move a learner to a different version of the same programme (and hence qualification version) in which they are currently enrolled. 

	Study Type Codes 
	Study type codes identify whether the learner is undertaking industry training, Trades Academies or an NZA programme. 

	Sub-programme 
	This is a programme included in a complex apprenticeship programme. 

	Supplementary credit programme  
	An SCP is designed to allow a learner to achieve qualifications or components additional to the qualification they already hold.  
An SCP can have an IT or TA study type code and must have a minimum credit value of 20 credits and maximum credit value of 70 credits. 

	Trades academies 
	Trades academies are a secondary-tertiary programme that provide a broad range of learning opportunities for senior secondary students interested in a trades career, to ensure they stay engaged in education for longer. 
The programme is delivered through partnerships developed between schools and tertiary education organisations. 
Trades academies are managed by the MoE. The tertiary education organisations are funded by the TEC. 

	Trainee 
	Used to refer to learners enrolled in programmes that are study type IT. They are an employee or qualifying self-employed contractor or volunteer who has signed a training agreement and is eligible for funding under DQ3-7.  

	Trainee management system 
	A TMS is a system used by a TEO to record details of arranged training and send learner, training agreement, training plan, programme enrolment and programme registration information to the ITR.  

	Training agreement 
	A training agreement is an agreement between an employer, learner and TEO to provide and undertake training. A learner cannot be enrolled in a programme without a training agreement being first established. 

	Training plan 
	The agreement between an apprentice, employer and TEO related to the additional pastoral support the organisation will provide during the apprenticeship.  More details to be updated

	Volume and Value of Delivery 
	The output of calculations made on the data to determine the EFTS volume of delivery. This is combined with the appropriate funding rates to determine the value of delivery. 
Relevant for analysis, monitoring, reporting and for funding wash-up purposes. 
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