C03018 Methodology 

Arrangements for the 2003/04 DLHE survey
April target list system (E03011)
DLHE April survey - census date of 15 April 2004
    First mailing
    Covering letters
    Direct contact with the leaver after 15 April 2004 or 15 May 2004
    Second mailing
    Telephone survey
    Additional/sponsored questions
    Other informed source
    Audit trail
DLHE January survey - census date of 14 January 2005
    First mailing
    Covering letters
    Direct contact with the leaver after 14 January 2005
    Second mailing
    Telephone survey
    Additional/sponsored questions
    Other informed source
    Audit trail
Data protection and collection notices
Who to contact 

[bookmark: arrangements]Arrangements for the 2003/04 DLHE survey 
There are two census dates for each year. For the majority of students completing a programme in either autumn or summer the reference date will be six months after completion. 
Students who complete their courses between 1 August and 31 December have a census date of 15 April 2004.

Students who complete their courses between 1 January and 31 July have a census date of 14 January 2005. 
Institutions should report firmly determined destinations in place at the reference dates. Note that despite there being two data capture reference dates, there is only one data collection - the return date for which is 31 March 2005. 
Leavers should be surveyed in either April or January as appropriate, and institutions are advised to maintain the discrete survey populations as it is possible that the numbers of leavers being surveyed at the wrong time will be monitored through audit. However it is recognised that for some students the final confirmation of award by exam boards may be several months after the student completes the course, such that the qualification obtained is not known in time for the student to be included in the April survey. Under these circumstances, and only these circumstances, institutions should include these leavers in the next January survey. 
DLHE record contacts will be able to register as 'read-only' users of their institution's Student Record data collection web page and will be notified by email each time the student return passes COMMIT checks and a POPDLHE list is generated. DLHE record contacts are strongly advised to liaise with colleagues responsible for submitting the Student return so that the final POPDLHE list can be checked before the Student Record closes, as there can be no changes to POPDLHE thereafter. The File Structure for the POPDLHE can be found at www.hesa.ac.uk/manuals/03018/POPDLHEfilestructure.htm 
[bookmark: apriltarget]April target list system (E03011) 
HESA provides an on-line system that helps institutions identify those students to be included in the April survey. The new system runs within the existing HESA data collection framework and can be accessed from the home page at submit.hesa.ac.uk. Like all data collection implementations, once the system is open an access code will be issued that can be used to create user accounts (or add permissions to existing user accounts) and gain access to the new functions. 
In order to generate the target list for the April survey, institutions will need to submit a normal combined (type 11) or student (type 12) data file to the system. However, the system will validate only those fields required to calculate and generate the target list for the April survey, so other fields can be returned as blanks. If the system is unable to generate the target list, it will generate a report listing the errors in the data that make this calculation impossible. The fields that need to be completed and pass validation are: 
Field 1 RECID
Field 2 INSTID
Field 4 HUSID
Field 7 SURNAME
Field 8 FNAMES
Field 12 DOMICILE
Field 33 RSNLEAVE
Field 35 DATELEFT
Field 37 QUAL1
Field 38 QUAL2
Field 40 PTITLE
Field 49 SPLENGTH
Field 50 UNITLGTH
Field 66 FEEELIG
Field 70 MODE
Field 71 LOCSDY
Field 75 POSTCODE
Field 149/134 OWNSTU
Field 150/135 OWNPSD
The access codes for this new system will be sent out to student record contacts and DLHE contacts at the beginning of April 2004. 
The April target list system was introduced solely to help institutions identify those leavers to be included in the April survey. Therefore data submitted to the system will not be retained by HESA or forwarded to its statutory customers. 
[bookmark: aprilsurvey]DLHE April survey - census date of 15 April 2004 
[bookmark: aprilfirst]First mailing 
In this period the only acceptable method of data capture is the standard questionnaire completed by the leaver and institutions are required to undertake this first mailing. 
The standard questionnaire is available in printed, HTML and PDF versions. 
Printed version: DLHE record contacts are contacted in January and asked to confirm HESA’s estimate of their institution’s 2003/04 DLHE April Survey population. (Estimates will be based on the number of leavers in the 2003/04 POPDLHE with a DATELEFT between 1 August 2003 and 31 December 2003). Copies of the questionnaire are delivered to institutions from March 2004. 
HTML version: An HTML version of the questionnaire is available from the HESA website at index.php?option=com_content&task=view&id=369&Itemid=220. Institutions should not add any questions to or change the questionnaire in any way. Institutions are responsible for programming any ‘back-end’ or database structures that are required to support the use of this version of the questionnaire. Leavers should complete, date and return this version of the questionnaire on the institution’s web site. 
PDF version: A PDF version of the questionnaire is also available at index.php?option=com_content&task=view&id=369&Itemid=220. Institutions can email this version of the questionnaire to graduates for completion. Leavers should print the form in order to complete, sign, date and return it to their institution. 
If a leaver returns the questionnaire without completing one or more of the core questions they can be contacted by the institution in order to try and obtain the missing information and so ensure a valid return. 
[bookmark: aprilcovering]Covering Letters 
HESA has produced the text of covering letters for institutions to print onto their own letter headed stationery. The letter is available at index.php?option=com_content&task=view&id=369&Itemid=220. 
Note that the covering letter containing data protection collection notices should also be issued with the PDF and HTML versions of the questionnaire. 
The text of the letter should not be changed, although institutions can add to the introductory text in order to address particular groups of students.

For example for students who have continued to study at the institution the following text may be used: 
· We are asking everyone, even those who have continued to study at the institution, what they will be doing on 15 April 2004, so that the information is comparable. 
However, institutions should take particular note of the space left within the covering letter for inclusion of their own data protection notice. (See Data Protection and Collection Notices section below). 
Institutions should mail out the questionnaire, the letter, and, if they use them, a reply-paid envelope. In order to offset some of the additional costs that are incurred in implementing the survey, institutions can, if they wish, find sponsorship for the survey. Statutory users and their auditors are also content that institutions should be able to include other items in the survey mailing, for example, leaflets about institutions’ graduate services. In deciding what might be reasonable to include in the mailing, institutions will need to be conscious of the requirement to obtain the best possible response to the survey and to meet the response rate targets. It is therefore acceptable for institutions to include other surveys in with the DLHE questionnaire. 
[bookmark: aprildirect]Direct contact with the leaver after 15 April 2004 or 15 May 2004 
If the institution has direct contact with the leaver after 15 April 2004, e.g. they visit the careers office, the leaver can be handed a standard questionnaire to complete whilst they are there. 
If the institution has direct contact with the leaver after the 15 May 2004, e.g. they visit the careers office, the leaver can be interviewed using the telephone script, or handed the printed version of the standard questionnaire to complete whilst they are there. 
[bookmark: aprilsecond]Second mailing 
The second mailing is optional as institutions may find other methods generate a better response rate i.e. institutions may decide that the practice of one mailing together with telephone follow-up is the best way for them to meet the response rate targets. Possible alternative methods are: 
· Send reminder postcards (which have been designed and printed locally to reflect the institution’s own branding).
· Send an SMS text message to graduates to remind them (if the institution believes that this is appropriate).
· Email graduates with a reminder. 
[bookmark: aprilphone]Telephone survey 
Any telephone survey/follow-up must be conducted in the period 15 May to 30 June 2004. As institutions are required to undertake the first mailing it is not possible to only conduct a telephone survey. 
Copies of the telephone script together with questionnaires are delivered to institutions from March 2004. 
Where a telephone call is made the caller needs to explain by way of introduction that: 
· They are ringing on behalf of the institution to find out whether the former student has found employment or further study following completion of their course.
· Information is used both to advise current students about opportunities and also to feed into a national statistical survey conducted each year to see what happens to students upon leaving higher education.
· The information on this form will be used by your institution and coded information will be sent to the Higher Education Statistics Agency. Further details and contact information are supplied as part of the covering letter.
· They need to find out what the former student was doing on 15 April 2004. 
Where a telephone call is made, obtaining the response directly from the leaver is desirable; if contact is made with someone other than the leaver, this is acceptable, provided that the contact is sufficiently well informed to allow the core questions, which are indicated by a ring around the number on the telephone script, to be completed. It is not so much the source of information that is as important as the quality of the information itself. However care must be taken when obtaining information from such third parties (see Data Protection and Collection Notices section below). 
In determining whether information is robust enough for inclusion in the 2003/04 DLHE return, the contact must be able to: 
· Supply all the relevant information (i.e. answers to the core questions ringed on the telephone script) AND
· Must be confident that it relates to the leaver’s position on 15 April 2004. 
Additionally, where information for completion of the core questions on the telephone script comes from a source other than the leaver or a contact at the leaver’s home, then additional audit proof is required to show that the individual conducting the survey has collected or confirmed their source data after 15 May 2004. For example, a confirmatory signature against the date that each individual student’s details were confirmed, since a completed standard questionnaire signed by the leaver is the only acceptable method of data capture prior to 15 May 2004. 
[bookmark: apriladd]Additional/sponsored questions 
Institutions’ own or sponsored questions can be used on the telephone script but institutions need to be conscious of the requirement to obtain the best possible response to the survey and to meet the response rate targets. The sponsored questions should perhaps be asked at the end of the telephone call, after institutions have ensured they have obtained sufficient information (at least all of the core questions answered) to provide a valid DLHE return. 
[bookmark: aprilother]Other informed source 
Information obtained from other informed sources, including academic departments or employers, is also acceptable as a method of data capture. However the contact must be able to: 
· Supply all the relevant information (i.e. answers to the core questions ringed on the telephone script) AND
· Must be confident that it relates to the leaver’s position on 15 May 2004. 
Additionally the individual conducting the survey must be able to provide additional audit proof to show that they have collected or confirmed their source data after 15 May 2004. For example, a confirmatory signature against the date that each individual student’s details were confirmed, since a completed standard questionnaire signed by the leaver is the only acceptable method of data capture prior to 15 May 2004. 
In the case of medical graduates only, if an institution has mailed a questionnaire to the graduate and has attempted to contact the graduate by telephone but has had no response from either method, then the institution can use information obtained from the Medical School in order to complete a DLHE Record. Note that the data held by the Medical School must reflect the position of the graduate as at the 15 April 2004. Medical graduates whose data is completed by using information obtained from the Medical School should be coded 7 'Other' in Field 4 Method of study and 3 'Not in study' in Field 6 Study (relating to Q2). Institutions should ensure that they have a clear audit trail for the information recorded. 
Note that the core questions require that the contact will know what the leaver is doing with respect to both work and study on 15 April 2004. 
[bookmark: aprilaudit]Audit trail 
All data capture methods used must result in a robust audit trail. This will consist of one of the following:

Standard questionnaire (printed and PDF versions): evidence comprising the completed questionnaire, signed and dated by the leaver himself or herself. 
Standard questionnaire (HTML version): evidence demonstrating that the questionnaire was completed and dated by the leaver. This might for example mean that the institution’s system is set up in such a way that a read-only copy of the data keyed by the leaver is retained. 
Telephone survey: evidence comprising a completed telephone script, which was completed between 15 May and 30 June 2004. Where information for completion of the core questions on the telephone script comes from a source other than the leaver or a contact at the leaver’s home, then additional audit proof is required to show that the individual conducting the survey has collected or confirmed their source data after 15 May 2004. For example, a confirmatory signature against the date that each individual leaver’s details were confirmed, since a completed standard questionnaire signed by the leaver is the only acceptable method of data capture prior to 15 May 2004. 
Other informed source: procedural evidence to demonstrate that the data 
· Answers the core questions ringed on the telephone script AND
· Relates to the leaver’s position on 15 April 2004. 

Additionally the individual conducting the survey must be able to provide additional audit proof to show that they have collected or confirmed their source data after 15 May 2004. For example, a confirmatory signature against the date that each individual leaver’s details were confirmed, since a completed standard questionnaire signed by the leaver is the only acceptable method of data capture prior to 15 May 2004. 
Recent audits of FDS undertaken by HEFCE have not revealed any significant issues relating to institutions systems and practices in this area. Therefore, it is not intended that there be a regular programme of audits in the near future. However, funding councils retain the right to resume audit, or undertake one off audits should issues or concerns arise. 
[bookmark: jansurvey]DLHE January survey - census date of 14 January 2005 
[bookmark: janfirst]First mailing 
In this period the only acceptable method of data capture is the standard questionnaire completed by the leaver and institutions are required to undertake this first mailing. 
The standard questionnaire is available in printed, HTML and PDF versions. 
Printed version: DLHE record contacts are contacted in July and asked to confirm HESA’s estimate of their institution’s 2003/04 DLHE January Survey population. (Estimates were based on the number of leavers in the 2003/04 POPDLHE with a DATELEFT between 1 January 2004 and 31 July 2004). Copies of the questionnaires are delivered to institutions from September 2004. 
HTML version: An HTML version of the questionnaire is available from the HESA website at index.php?option=com_content&task=view&id=369&Itemid=220. Institutions should not add any questions to or change the content of the questionnaire in any way. Institutions are responsible for programming any ‘back-end’ or database structures that are required to support the use of this version of the questionnaire. Leavers should complete, date and return this version of the questionnaire on the institution’s web site. 
PDF version: A PDF version of the questionnaire is also available at index.php?option=com_content&task=view&id=369&Itemid=220. Institutions can email this version of the questionnaire to graduates for completion. Leavers should print the form in order to complete, sign, date and return it to their institution. 
If a leaver returns the questionnaire without completing one or more of the core questions they can be contacted by the institution in order to try and obtain the missing information and so ensure a valid return. 
[bookmark: jancovering]Covering letters 
HESA has produced the text of covering letters for institutions to print onto their own letter headed stationery, the letter is available at index.php?option=com_content&task=view&id=369&Itemid=220. 
Note that the covering letter containing data protection collection notices should also be issued with the PDF and HTML versions of the questionnaire. 
The text of the letter should not be changed, although institutions can add to the introductory text in order to address particular groups of students.

For example for Research Council funded research students who have not obtained their qualification the following text may be used: 
· We are also writing to Research Council funded research students whose funding from the Research Councils has finished, even if they have not yet obtained their qualification. This replaces separate surveys previously undertaken by institutions specifically on behalf of the research councils. 
For students who have continued to study at the institution the following text may be used: 
· We are asking everyone, even those who have continued to study at the institution, what they will be doing on 14 January 2005, so that the information is comparable. 
However, institutions should take particular note of the space left within the covering letter for inclusion of their own data protection notice. (See Data Protection and Collection Notices section below). 
Institutions should mail out the questionnaire, the letter, and, if they use them, a reply-paid envelope. In order to offset some of the additional costs that will be incurred in implementing the survey, institutions can, if they wish, find sponsorship for the survey. Statutory users and their auditors are also content that institutions should be able to include other items in the survey mailing, for example, leaflets about institutions’ graduate services. In deciding what might be reasonable to include in the mailing, institutions will need to be conscious of the requirement to obtain the best possible response to the survey and to meet the response rate targets. It is therefore acceptable for institutions to include other surveys in with the DLHE questionnaire. 
[bookmark: jandirect]Direct contact with the leaver after 14 January 2005 
If the institution has direct contact with the leaver after the 14 January 2005, e.g. they visit the careers office, the leaver can be interviewed using the telephone script, or handed the printed version of the standard questionnaire to complete whilst they are there. 
[bookmark: jansecond]Second mailing 
The second mailing is optional as institutions may find other methods generate a better response rate i.e. institutions may decide that the practice of one mailing together with telephone follow-up is the best way for them to meet the response rate targets. Possible alternative methods are: 
· Send reminder postcards (which have been designed and printed locally to reflect the institution’s own branding).
· Send an SMS text message to graduates to remind them (if the institution believes that this is appropriate).
· Email graduates with a reminder. 
[bookmark: janphone]Telephone survey 
Any telephone survey/follow-up must be conducted in the period 14 January to 18 March 2005. As institutions are required to undertake the first mailing it is not possible to only conduct a telephone survey. 
Copies of the telephone script together with the questionnaires are delivered to institutions from September 2004. 
Where a telephone call is made the caller needs to explain by way of introduction that: 
· They are ringing on behalf of the institution to find out whether the former student has found employment or further study following completion of their course.
· Information is used both to advise current students about opportunities and also to feed into a national statistical survey conducted each year to see what happens to students upon leaving higher education.
· The information on this form will be used by your institution and coded information will be sent to the Higher Education Statistics Agency. Further details and contact information are supplied as part of the covering letter.
· They need to find out what the former student was doing on 14 January 2005.
Where a telephone call is made, obtaining the response directly from the leaver is desirable; if contact is made with someone other than the leaver, this is acceptable, provided that the contact is sufficiently well informed to allow the core questions, which are indicated by a ring around the number on the telephone script, to be completed. It is not so much the source of information that is as important as the quality of the information itself. However care must be taken when obtaining information from such third parties (see Data Protection and Collection Notices section below). 
In determining whether information is robust enough for inclusion in the 2003/04 DLHE return, the contact must be able to: 
· Supply all the relevant information (i.e. answers to the core questions ringed on the telephone script) AND
· Must be confident that it relates to the leaver’s position on 14 January 2005. 
Additionally, where information for completion of the core questions on the telephone script comes from a source other than the leaver or a contact at the leaver’s home, then additional audit proof is required to show that the individual conducting the survey has collected or confirmed their source data after 14 January 2005. For example, a confirmatory signature against the date that each individual student’s details were confirmed, since a completed standard questionnaire signed by the leaver is the only acceptable method of data capture prior to 14 January 2005. 
[bookmark: janadd]Additional/sponsored questions 
Institutions’ own or sponsored questions can be used on the telephone script but institutions need to be conscious of the requirement to obtain the best possible response to the survey and to meet the response rate targets. The sponsored questions should perhaps be asked at the end of the telephone call, after institutions have ensured they have obtained sufficient information (at least all of the core questions answered) to provide a valid DLHE return. 
[bookmark: janother]Other informed source 
Information obtained from other informed sources, including academic departments or employers, is also acceptable as a method of data capture. However the contact must be able to: 
· Supply all the relevant information (i.e. answers to the core questions in black on the telephone script) AND
· Must be confident that it relates to the leaver’s position on 14 January 2005. 
Additionally the individual conducting the survey must be able to provide additional audit proof to show that they have collected or confirmed their source data after 14 January 2005. For example, a confirmatory signature against the date that each individual student’s details were confirmed, since a completed standard questionnaire signed by the leaver is the only acceptable method of data capture prior to 14 January 2005. 
In the case of medical graduates only, if an institution has mailed a questionnaire to the graduate and has attempted to contact the graduate by telephone but has had no response from either method, then the institution can use information obtained from their Medical School to complete a DLHE Record. Note that the data held by the Medical School must reflect the position of the graduate as at the 14 January 2005. Medical graduates whose data is completed by using information obtained from the Medical School should be coded 7 'Other' in Field 4 Method of study and 3 'Not in study' in Field 6 Study (relating to Q2). Institutions should ensure that they have a clear audit trail for the information recorded. 
Note that the core questions require that the contact will know what the leaver is doing with respect to both work and study on 14 January 2005. 
[bookmark: janaudit]Audit trail 
All data capture methods used must result in a robust audit trail. This will consist of one of the following: 
Standard questionnaire (printed and PDF versions): evidence comprising the completed questionnaire, signed and dated by the leaver himself or herself. 
Standard questionnaire (HTML version): evidence demonstrating that the questionnaire was completed and dated by the leaver. This might for example mean that the institution’s system is set up in such a way that a read-only copy of the data keyed by the leaver is retained. 
Telephone survey: evidence comprising a completed telephone script, which was completed between 14 January and 18 March 2005. Where information for completion of the core questions on the telephone script comes from a source other than the leaver or a contact at the leaver’s home, then additional audit proof is required to show that the individual conducting the survey has collected or confirmed their source data after 14 January 2005. For example, a confirmatory signature against the date that each individual leaver’s details were confirmed, since a completed standard questionnaire signed by the leaver is the only acceptable method of data capture prior to 14 January 2005. 
Other informed source: procedural evidence to demonstrate that the data 
· Answers the core questions in bold on the telephone script AND
· Relates to the leaver’s position on 14 January 2005.
Additionally the individual conducting the survey must be able to provide additional audit proof to show that they have collected or confirmed their source data after 14 January 2005. For example, a confirmatory signature against the date that each individual leaver’s details were confirmed, since a completed standard questionnaire signed by the leaver is the only acceptable method of data capture prior to 14 January 2005. 
Recent audits of FDS undertaken by HEFCE have not revealed any significant issues relating to institutions systems and practices in this area. Therefore, it is not intended that there be a regular programme of audits in the near future. However, funding councils retain the right to resume audit, or undertake one off audits should issues or concerns arise. 
[bookmark: dataprot]Data protection and collection notices 
The Data Protection Act 1998 requires data subjects to be informed of what happens to their data. Therefore HESA has updated the destinations of leavers survey arrangements to include sufficient information. This comprises: 
1. A general statement on the questionnaire, referring to the covering letter for more information.
2. A collection notice, within the standard text of the covering letter about the uses made of the HESA data.
3. In addition to 2), a space has been allowed within the covering letter for each institution to include their own collection notice wording about the use they make of the data.
4. An opportunity is given for the leaver to raise any objections that they might have to the survey, including for example the obtaining of information from third parties. Details of how to exercise this opportunity are included in the covering letter.
Note HESA strongly recommends that your institution composes suitable wording for and includes its own collection notice in the covering letter (ref. 3. above) in order to protect the institution’s legal position. 
[bookmark: contact]Who to contact 
If you have any queries about DLHE methodology, please contact the Institutional Liaison team at HESA (liaison@hesa.ac.uk). 
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