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About HESA
The Higher Education Statistics Agency (HESA) has been established to undertake data collection and analysis about higher education in order to make possible a consistent information provision about higher education throughout the UK, and to enable the universities and colleges and the Funding Councils to meet their obligations under relevant legislation. The formal responsibility for the provision of information to Ministers rests with the Funding Councils, who have agreed to engage HESA as their agent for this purpose. Further information about the role of the Agency and its work is given in the series of circulars which are issued by HESA. 
The major data streams which HESA will collect and analyse are: 
Students 
Staff 
Finance
It is expected that each of these major data streams will have substreams; for example the student data stream will have as a substream the First Destination Supplement.
This manual sets out the requirements for the collection of aggregate data about students who follow courses which do not lead to them gaining a qualification or credit. 
Purpose of the Aggregate Record
The purpose of the record is to provide data which is complementary to that provided through the individualised student record (which covers all students following courses leading to a qualification or credit).
Timescales for data collection
The Aggregate Record will be collected once annually with reference to the period 01 August to 31 July, i.e. the financial year. The data collection will therefore take place with a cut-off date of 31 July. Courses which last more than one year should be returned in each relevant academic/financial year. Shorter courses of less than a year but which overlap academic financial years should be included in one return only, usually the earlier year's return e.g. a course starting before 31 July 1997 but finishing after 31July 1997 should be detailed in the 1996-97 return and not in the 1997-98 return. In order to meet its obligations to its statutory customers, HESA will need to receive the data from each institution by 30 September. In order to be acccepted by HESA, data must pass HESA validation checks. (HESA will provide details of these checks at least 6 months before the return date.) Data which fails validation will not be considered to have been returned to the Agency.
Coverage of the Record - General definition
Institutions should return under this record information about all courses on which students are registered/enrolled with the reporting institution or a subsidiary company1  and which do not lead to a qualification or institutional credit. In addition this record should also cover those students who are studying on credit-bearing programmes of study but on a not-for-credit basis. The record will therefore include all students who do not come within the scope of the HESA individualised student return. 
"Courses": to be included in the return a course must involve the provision of education to people who are registered students of the institution in a teaching/learning situation, with the institution providing the resources for the teaching input, and for which tuition fees are payable (or waived). The aim of the record is to provide data about those students of the reporting institution who are not included in the individualised student record. It is not to collect information about activities of the institution and its staff other than the provision, by them, of education. It is therefore expected that activities such as conferences, consultancy work, secondments from industry, taster days for sixth formers and the production and sale of computer assisted learning packages (without individual support of the student by a member of staff) would not be included in the return. Courses aimed at young people under 18 and still in full-time education should also be excluded.
The attendees must be registered students of the institution. "Registered" for the purposes of HESA's data collection is to be interpreted as being identical to the definition of registered adopted by each institution's funding council. Courses of other institutions validated by the reporting institution should not be returned.
Coverage is limited to courses run in the UK. Courses may be offered within institution premises or in premises elsewhere. In instances in which a course receives multiple presentations during a single year, institutions may decide whether to make a single return, using a single identifier for the aggregate of all the presentations, or to make separate returns, using a different 'Course reference' in field 4, for each presentation.
In-house courses run by institutions for their own employees can be included provided that the attendee staff members are registered as students at the reporting institution. These courses should be separately identified in field 14, code 14, and may be excluded from certain analyses.
"Institutional credit" is to be interpreted as a credit which can be carried forward and ultimately count towards the award of a qualification, for example, credit points which can be accumulated towards the award of a degree.
Some programmes of study give rise to a credit for some students but not to others. All students for whom it is an option to decide whether to gain the credit or not should be included in the individualised student record. Where it is clear that the student cannot get a credit from the programme, they should be included in the aggregate return of non-credit-bearing courses.
Some short courses lead to certificates which, it might be felt, would be better described as 'certificates of competence/proficiency' or perhaps just as 'certificates of attendance', rather than as academic qualifications. In such cases it is for institutions to decide whether or not a course or a programme of study leads to a qualification or institutional credit, and hence whether the students taking it should be included in the individualised student return or in the aggregate return of non-credit-bearing courses.
Courses which, at the time that they are taken, are not regarded as leading to a qualification or institutional credit, should be included in the aggregate return of non-credit-bearing courses. This applies even in cases where a student who takes such a course may later receive credit for it (for example as part of an Assessment of Prior Learning process), because the programme of study was not regarded at the time it was taken as leading to a certain number of credit points at a particular level. Such courses should be included in the aggregate return of non-credit-bearing courses because, at the time they are taken, they are not regarded as credit bearing. 
Queries
Advice on the interpretation of data fields can be obtained from the Agency's Institutional Team, Helen Skitt and Alison Berry (AlisonB@hesa.ac.uk).
Media and formats
HESA will maintain an electronic database of student records. The most efficient form of data input will therefore be electronic, and it is assumed that all institutions will be able to supply their data electronically.
The media and formats which are preferred by HESA for the submission of student-related data are as follows:
Media
3½ inch diskette 
DAT tape (Arcada Backup) 
3½ inch Floptical disk 
CD ROM 
JANET file transfer 
Other EDI agreed with the Agency
Formats
ASCII comma delimited. The data should be submitted as an ASCII file with each field separated by a comma. Alphanumeric fields which themselves contain commas must be enclosed within double quotes. Double quotes around alphanumeric fields which do not contain commas are optional. Numeric fields should not be enclosed in double quotes. Each record must be terminated with a CR/LF pair (ASCII 13,10).
ASCII fixed length. The data should be submitted as an ASCII file, with each field occupying the full character width given by the field length in the manual. Alphanumeric fields should be padded with trailing spaces (left justified). Numeric fields should be padded with leading zeros to fill the full width. Each record must be terminated with a CR/LF pair (ASCII 13,10).
Returning empty fields
Institutions should return a blank rather than a zero where there is no information in a particular field.
Those fields in a record that do not apply to a particular student should be returned in the following formats:
ASCII comma delimited files
In the case of ASCII comma delimited files, the empty fields should contain NO data, i.e. the delimiting commas should be adjacent to each other.
Example
The last four fields of a record for a non-Welsh institution for a course run at the institution's own premises and with 16 enrolled students:
1,00016,,2
Field 22 is compulsory only for institutions funded by HEFCW and so is left empty.
ASCII fixed length files
Empty fields should be returned padded with space (ASCII 32) characters to the required width of the field.
Example
The fixed length record for the example above should be returned as:
100016 2
Character set for text fields
Some fields in the return, for example 'Course reference' and 'Course title', allow the entry of alphanumeric data in the record. The allowable character set within these fields consists of those characters in the ASCII character set with codes between 32 and 126, except character 34. This includes all upper and lower case letters, all digits, the space character and a selection of punctuation characters. The case of submitted data is not important although HESA would prefer data to be submitted in upper case where possible. 
Validation of data
The deadline for submission of data applies to the submission of valid data by institutions. HESA's formal agreements with its statutory customers require us to notify them of any institutions who do not submit valid data by that date.
To aid in the submission of data that is valid, HESA will provide institutions with a number of files and tools to help them validate their data files on site. Details of these files are contained in the document 'Guidelines for Submission of Data' which will be distributed to Technical Contacts at all sites.
Availability of on-line documentation
All Coding Manuals, Circulars, Supplements and Technical Bulletins are available in electronic format from HESA.
The preferred source of information for sites with IP connectivity will be HESA's World Wide Web server at http://www.hesa.ac.uk, which includes searchable indexes of the files.
A second source of information is the anonymous ftp server at ftp.hesa.ac.uk.
Queries
Further advice about the physical submission of data can be obtained from the Directror of IT, Adrian Crossley (AdrianC@hesa.ac.uk). 

