C96021 Introduction 
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 individualised data about staff.
Confidentiality
The Individualised Staff Record is anonymous, in that names are not collected. Staff are known to HESA only by a unique number. The correlation with names is known only to the returning institution (or to relevant institutions when staff transfer). The record is collected on an individual basis in order to provide the most flexible basis for analysis.
An underlying principle adopted by HESA in data transfer, data handling, and in the publication and release of data, is that there must be no risk to the confidentiality of individual persons. HESA's formal agreements with its statutory customers include provision for the preservation of confidentiality.
Data concerning salary will only be released to statutory customers in aggregate form and in pre-defined bands.
HESA is registered under the Data Protection Act (number N0291011).
Purpose of the Individualised Staff Record
The purpose of the Individualised Staff Record is to provide data in respect of the characteristics of members of staff employed to undertake a substantial amount of teaching and/or research within an institution. Substantial has been defined for the purposes of the record as at least 25% of a full-time equivalent (FTE) member of staff.
The purpose of the record as stated is to collect general characteristics of the academic work force - it is not to record staff load, which is collected separately through Table 3 of the Aggregate Staff Record.
Similarly, the Individualised Staff Record will not form the database for the Research Assessment Exercise (RAE). The RAE is run jointly by the Funding Councils and DENI for the whole of the UK sector as a separate data collection exercise. Staff should be included in the RAE according to the RAE coverage instructions and not by reference to inclusion or otherwise in the HESA Individualised Staff Record. Enquiries concerning the RAE should be addressed to the appropriate Funding Council and not to HESA.
Timescales for data collection
The Individualised Staff Record will be collected once annually for the period 01 August to 31 July, i.e. the financial year. The data collection for 1996-97 will therefore take place with a reference date of 31 July 1997.
In order to meet its obligations to its statutory customers, HESA needs to receive data from each institution by the first Thursday after 30 September. In 1997 this is Thursday 2 October 1997. 
In order to be accepted by HESA, data must pass HESA validation checks. (HESA will provide details of these checks at least 6 months before the return due date.) Data which fails validation will not be considered to have been returned to the Agency.
Coverage of the Record - General definition
The Individualised Staff Record should be completed in respect of all staff:
a) who are employed under a contract of employment 
and 
b) whose primary employment function is teaching, research or teaching and research 
and 
c) who meet the 25% FTE threshold requirement.
A record is also required for all staff who were returned to HESA in the previous Individualised Staff Return without leaving details recorded, and who no longer meet the inclusion conditions. A full record will need to be returned for these staff, regardless of the FTE actually worked during the reporting period. This is in order to record their details, including leaving information. 
As defined above, coverage of the Individualised Staff Record should include 'casual/hourly paid' staff if their total work commitment exceeds the 25% threshold and they are employed under a contract of employment. Coverage however does not include staff who are employed under consultancy contracts or on the basis of payment of fees for services, without a contract of employment. 
Staff who do not qualify for inclusion in this individualised record will be the subject of a less detailed aggregate return. 
Staff who are employed on multiple contracts/appointments should be included in the record if any individual contract/appointment meets the coverage conditions. In order to recognise different internal systems and practices within institutions, HESA will accept either a single record for these staff or multiple records. Institutions returning multiple contractual appointments for a single member of staff must use the same staff identifier in field 4 'Staff identifier' and complete other fields so that they relate to the single appointment on which the return is based. 
25% FTE threshold
In order to exclude staff whose involvement is minimal, and for whom institutions may have less detailed records, a threshold of 25% of an FTE is applied to coverage of the Individualised Staff Record. FTE is defined in terms of each institution's norms. Staff who work for less than 25% of a full-time equivalent member of staff in teaching, research or teaching and research need not be included in the individualised return but will be included in the aggregate return.
Staff will be deemed to meet the 25% threshold requirement if: 
either
i) they have worked in a teaching, research or teaching and research capacity throughout the previous academic/financial year ending 31 July for at least 25% of an FTE. 
or
ii) they have joined the staff of the institution during the last academic/financial year and on 31 July are normally working in a teaching, research or teaching and research capacity for at least 25% of an FTE.
Staff employed on a fixed-term contract which spans two HESA reporting years will need to be returned in both returns if the fixed-term contract itself represents over 25% of an FTE, irrespective of the amount falling in either reporting year. In Year 1 the member of staff will be included because of condition (ii) above, and in Year 2 the member of staff must be included in order to record leaving details.
Suggested approaches for establishing the 25% threshold for casual staff, including hourly paid lecturers, are:
1. An arbitrary threshold of £5000 would justify assuming that an individual was at least 25% of an FTE and should be included in the record.
2. Reference can be made to the remuneration paid to members of staff as compared with the average salary of a full-time member of the academic staff.
3. Reference can be made to the number of hours worked compared with the number of weeks in the institution's standard academic year multiplied by the number of total hours (not contracted teaching hours) in the institution's standard full-time week, where this exists.

For example a 36 week academic year and 37 total hours per week = 1332 hours, which gives a 25% threshold of 333 hours or more for inclusion in the record.
Guidance which has been given for specific staff groups is: 
(i) Part-time teachers and teaching assistants should be included in the record if they meet the 25% threshold.
(ii) Researchers on very short-term contracts and temporary contracts should be included if any of their individual contracts amount to more than 25% of an FTE.
(iii) It is not expected that Dental and Experimental Officers or Research Nurses would usually meet the inclusion criteria of the record in terms of primary employment function 'research'. However such staff may be included if they do meet the inclusion criteria.
(iv) Full-time Research Assistants may appear with an FTE of 100.0 within both the individualised staff and individualised student return. In order to preserve the anonymity of the staff record, different identifiers should be used between the records. 
(v) Members of staff with senior management responsibilities such as Pro-Vice-Chancellors, Vice-Principals, Deans and Heads of Schools should be included in the record if they meet the criteria for inclusion. Field 34 'Senior management postholder' is used to identify those members of staff who have senior management responsibilities in addition to teaching and/or research commitments. 
It is expected that only some staff with senior management responsibilities would meet the 25% threshold of teaching and/or research but this will depend on the practice in individual institutions. Although this may cause some inconsistency between institutions in whether senior management staff are included in the record or not, there will be overall consistency in that the record will cover only those staff with substantial teaching and/or research commitments. 
(vi) There is no need to take account of duties reduced because of temporary arrangements such as maternity leave, long-term sickness, secondment etc. for a member of staff still eligible for inclusion in the record according to their contract of employment. 
(vii) Teaching commitments can be at either HE or FE level.
For members of staff who leave an appointment during the return year, the following guidelines are issued:
1. If the member of staff fulfils the 25% FTE teaching, research or teaching and research threshold requirement for the reporting year, then a full record should be returned for that member of staff, including 'leaving information' in fields 32 and 33.
2. If the member of staff does not fulfill the 25% FTE teaching, research or teaching and research threshold requirement for the reporting year, then:
a) If the member of staff was returned to HESA in the preceding return without 'leaving information', then a full record should be returned for that member of staff, including 'leaving information' in fields 32 and 33. 
b) If the member of staff was returned to HESA in the preceding return with 'leaving information' in fields 32 and 33, then no record is required.
c) If the member of staff was not returned to HESA in the previous return then no record is required.
Suggested approach for setting a 'HESA returnable' flag
Following is a decision tree (developed in conjunction with the MAC Oracle family) which can be used at the beginning of the appointment to set a "HESA returnable" flag within a system. Subsequent changes to an individual's appointment, such as them leaving the appointment, would require amending that person's record before submission to HESA.
Decision Tree
With reference to the diagram, academic FTE of the appointment is defined as percentage time academic of the appointment multiplied by the FTE of the appointment. Therefore, an appointment needs a return if any of the following apply:
1. The member of staff is on an open-ended contract and their academic FTE is greater than or equal to 25% on that contract, regardless as to whether they have actually worked for the full academic year.
2. The member of staff is on a fixed-length contract of greater than or equal to one year in duration, and their academic FTE is greater than or equal to 25% on that contract, regardless as to whether they have actually worked for the full academic year. 
3. The member of staff is on a fixed-length contract of less than one year in duration, and their academic FTE on that contract multiplied by the duration of the fixed-term contract (expressed as a proportion of a year, not necessarily the return year) is greater than or equal to 25%.

(Case 3 additionally multiplies the academic FTE by the duration of the fixed-term contract in order to exclude staff whose appointments are only for short periods of time, e.g. academic FTE 100.0 but for one week only.)
4. The member of staff has left an appointment during the return year but their academic FTE on that contract multiplied by the duration of the appointment (expressed as a proportion of the return year) was greater than or equal to 25% i.e. if field 10 x field 11 >= 25%, then a full record should be returned for that member of staff, including 'leaving information' in fields 32 and 33.
5. The member of staff has left an appointment during the return year and their academic FTE on that contract multiplied by the duration of the appointment (expressed as a proportion of the return year) was less than 25% i.e. if field 10 x field 11 < 25% but the member of staff was returned to HESA in the preceding return without 'leaving information', then a full record should be returned for that member of staff, including 'leaving information' in fields 32 and 33.
Coverage details relate to the academic FTE of the appointment. This is according to the contract of employment and may not reflect the particular circumstances of any one year. For example, a member of staff whose normal mode of employment according to their contract of employment is full-time should be included in the record because of their contractual appointment, regardless of the amount of time actually worked during an individual return year because of other, temporary arrangements, such as honorary temporary appointments, secondments or maternity leave, or the fact that they have only taken up the appointment within the last year.
Where the academic FTE varies during the return year, an averaged figure should be used.
Queries
Advice on the interpretation of data fields can be obtained from the Agency's Institutional Liaison Team, Helen Skitt and Alison Berry (Alisonb@hesa.ac.uk).




Media and Formats
HESA will maintain an electronic database of collected 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 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 and must be padded with leading zeros. 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, each field must occupy 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 member of staff 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
Fields 31-36 of a record for a member of staff still employed by a non-Scottish institution (the institution is taking up the option of a final field to show 'appointment identifier' =1) would be:
00,,00,2,,1
Fields 32 and 35 are not applicable and so are 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:
00**********002*1
where * = a space.
Proportions and percentages
Fields requiring a proportion or a percentage should be returned as a numeric entry with a precision of 1 decimal place. 
The total length of a percentage field is 5 characters consisting of 3 digits, a decimal point and a further 1 digit. 
Values should be returned with leading zeros to fill the field width.
Examples
14% should be returned as 014.0 
12.5% should be returned as 012.5
Character set for text fields
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 make available to institutions a number of files and tools to help institutions validate their data files on site. Details of these files are contained in the document 'Guidelines for Submission of Data non-spreadsheet returns Version 2.0' which has been 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 Agency's Director of I.T. Adrian Crossley (AdrianC@hesa.ac.uk). 
[bookmark: _GoBack]
