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[bookmark: about]About HESA
The Higher Education Statistics Agency (HESA) is the official agency for the collection, analysis and dissemination of quantitative information about higher education in the UK. It was set up, by agreement between the relevant government departments, the higher education funding councils and the universities and colleges, in 1993, following the White Paper Higher Education, a new framework, which called for more coherence in HE statistics, and the 1992 Higher and Further Education Acts, which established an integrated higher education system throughout the United Kingdom. 
In line with the legal framework within which HESA operates the Board of Directors has defined the mission of the Agency as: 
To provide a system of data collection, analysis, and dissemination in relation to higher education in the whole of the United Kingdom that: 
· delivers, on a charitable basis, the information required by Higher Education Institutions for their planning and development; 
and, operating on behalf of the higher education sector, 
· supports and enhances the ability of Government and its Agencies to determine higher education policy and allocate funding; 
· meets the public interest in the availability of quantitative information about higher education; 
and does all this to standards of quality that assure fitness-for-purpose, at costs that provide best value, and in a manner designed to minimise compliance burdens on institutions. 
The Higher Education Statistics Agency Ltd is a company limited by guarantee, registered in England (No. 2766993) at 95 Promenade, Cheltenham, GL50 1HZ. It is registered as Charity No. 1039709. The Agency is accredited to two recognised standards; BS EN ISO 9001(Quality Standard), Registration number GB 6244 and BS 7799 (Information Security Standard), Registration number GB 7226. 
The members of the company are Universities UK and the Standing Conference of Principals (SCOP), the Board of Directors comprises representatives of these bodies together with co-opted directors drawn from Higher Education Institutions (HEIs). The Chairman is currently Professor David Melville, Vice-Chancellor, The University of Kent, the Chief Executive is Professor Robin Sibson. HESA is funded by subscription from all of the publicly funded universities and HE colleges throughout the United Kingdom. 
[bookmark: statcust]Top 
Statutory Customers
HESA collects information from the publicly funded HEIs in the UK at the request of its Statutory Customers, which are currently: 
Department for Education and Skills (DfES)
National Assembly for Wales (NAW)
Scottish Executive Enterprise, Transport and Lifelong Learning Department (SE(ETLLD))
Department for Education and Learning, Northern Ireland (DEL(NI))
Higher Education Funding Council for England (HEFCE)
Higher Education Funding Council for Wales (HEFCW)
Scottish Further and Higher Education Funding Council (SFC)
Training and Development Agency for Schools (TDA)
Department of Health (DH) 
HESA's relationship with each of these statutory bodies is formalised by either a Service Level Agreement, Memorandum of Understanding or other formal basis, e.g. contract. 
HESA is a data controller under the Data Protection Act 1998, registration no. N0291011. The data received from HEIs is processed by HESA into a form suitable for analysis by each statutory body. 
For more information about the statutory framework in which HESA operates please see the document 'Data Protection Guidance for the HESA Records' which can be found at index.php?option=com_content&task=view&id=140&Itemid=170 
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Data Protection Requirements
Personal data collected by HESA comprises the following records: 
· Individualised Student Record 
· Destinations of Leavers from HE 
· Staff Record 
Processing of these records must therefore comply with the Data Protection Act 1998. 
Principle 1 of this Act requires information to be provided, or made readily available to data subjects so that they are not deceived or misled as to the purposes for which their data is to be processed. In order to satisfy this principle with respect to individual student records submitted to HESA, institutions are asked to make the collection notice contained in the document at index.php?option=com_content&task=view&id=140&Itemid=170 available to their students. Institutions should provide this statement to students in the same way as the statement that covers their own uses of the data. 
The collection notices for the above records have been put together by a working group comprising representatives of HESA and each of its Statutory Customers, since it was felt that the HEIs could not be expected to know exactly the scope of what is done with the HESA records after submission. These notices cover the uses made by HESA and each of its Statutory Customers and so are necessarily fairly general. The relevant Funding Council has supplied each HE Institution with text for collection notices and each country in the UK will have its own implementation arrangements. In addition, institutions should ensure that their own uses of the data are similarly covered in a statement provided to institutions. 
For more information on collection notices and other data protection issues, please see the data protection section of the HESA website (index.php?option=com_content&task=view&id=131&Itemid=180), and the document at http://www.hesa.ac.uk/dataprot/HEI_DPguidance.htm 
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Structure of the record
HESA has the responsibility of integrating statistical data collection across all publicly funded UK HEIs, within which there are different traditions and practices. The record has been constructed in such a way as to recognise this diversity. As far as possible, the aim has been to generate a single record that can be applied to all institutions throughout the UK, irrespective of their different natures and funding regimes. 
In order to recognise these differences, HESA currently offers two principal structures for the submission of individualised data about students. Most of the fields collected are common to the two structures. 
The Combined Record Structure is based on a student's total programme of study leading to a qualification, and it involves the completion of a single record for each student, setting out the student-related and programme-related data. 
The Student and Module Structure recognises the increasing trend towards modularity, and thus enables the student-related and module-related data items to be presented separately. Fields 1-84 and 148-205/133-191 of the combined record and student record are common to the two structures. 
It is open to each institution to decide which of these structures to adopt (HEFCW/ELWa require data in the Separate Student and Module Structure) and institutions may if they wish submit their records for different groups of students under different structures. (The Record Type Indicator for each record will alert HESA's systems to the structure being adopted in each case.) However, institutions should not make multiple submissions within a single record structure, for example, for separate campus identifiers. 
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Timescales for data collection
The Student return covers the reporting period 01 August - 31 July inclusive. Valid and complete data should be returned to the Agency by 15 September. In order to be accepted by HESA, data must pass HESA validation checks. Institutions are encouraged to test their data locally using the validation kits made available by HESA before submitting data to the collection. Data which fails validation will not be considered to have been returned to the Agency. 
Institutions are asked to include in each data collection all students who have followed programmes of study since 01 August and who come within the coverage of the returns (see Coverage of the Record), including those whose status has changed since the last collection date (e.g. by having completed a course, withdrawn etc.). Data returned within an individualised student record should relate to the academic financial year 01 August - 31 July, rather than to the year of the programme of study where this is different, except in the cases where the manual states that the data should relate to the latter, e.g. because of the way in which field 74, Student FTE, is reported. 
Institutions are strongly urged, if at all possible, to meet the full data specification. Doing so will enable the higher education community to present the best possible statistics, and therefore the best possible statement of its total contribution. It will also enable HESA to have in place a sound basis for time series comparisons for future years. HESA is firmly of the view that HE institutions have nothing to lose, and much to gain, from the provision of comprehensive information about their work. 
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HESA Data Collection System
If you require information about the HESA data collection system please click here http://submit.hesa.ac.uk and go to Help Guide. 
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Who to Contact During Data Collection
Institutions should consider Institutional Liaison (IL) as general first point of contact during (and outside of) data collection. Please therefore contact the agency’s IL team at HESA or email liaison@hesa.ac.uk. 
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Coverage of the Record
General definition 
In general, the individualised student record will be collected in respect of all students registered in the reporting institution who follow programmes of study leading to the award of a qualification or institutional credit. 
"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. 
'Higher Education level' for the purpose of HESA's data collection is to be interpreted as being identical to the definition of Higher Education adopted by each institution's Funding Council. Broadly this will be those programmes of study for which the level of instruction is above that of courses leading to GCE 'A' levels, SCE 'Highers' and Certificate of Sixth Year Studies, ONC or OND. 
'Further Education level' for the purpose of HESA's data collection is to be interpreted as programmes of study which are below higher education level. 
"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. It is assumed that there is a fixed amount of credit for a particular programme of study and that this is agreed and known in advance of the programme of study taking place. 
The emphasis of the coverage of the HESA student record is those students who are (or were) actively following a programme of study at some time during the HESA reporting period, and it is from these students that the HESA standard registration population is taken. 
However, some institutions will be in the position of having made awards in one year to students who were not actively following a programme of study in that year. In order to be able to record details of all awards made in the year, these awards from dormant status need to be included. Dormant qualifiers will be identified separately in HESA publications. Institutions with awards made in one year to students not active in that year should include a record for these students in that year’s July data collection. This may either be via a full record (all fields will be validated) or through a reduced record for dormant students (only the specified fields will be validated index.php?option=com_content&task=view&id=245&Itemid=220 ). 
Some notes on institutional credit/Individualised or Aggregate student record 
Students on courses which do not lead to a qualification or credit should not be included in this return: a separate simple aggregate Non-credit bearing Course Record (NCB) for the whole academic year will collect their numbers. 
The individualised student record should not include students on programmes of study which, at the time they are taken, are not regarded as leading to a qualification or institutional credit. This applies even in cases where a student who takes 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. 
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. 
Some programmes of study give rise to credit for some students but not to others. All students who take up the option to gain credit 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 excluded, or shown as having no formal qualification aim (field 41, General qualification aim, codes 97, 98 or 99). 
Students who do not raise an individualised record should be returned on the aggregate return of non-credit-bearing courses. 
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Students studying wholly overseas
Institutions are now strongly encouraged to return any student studying for the whole of their programme of study outside the UK. These students should be identified using code 7 ‘Student studying for the whole of their programme of study (to date) outside of the UK’ in field 71, Location of study. A reduced return has been introduced in order to increase coverage of the record to include these students index.php?option=com_content&task=view&id=245&Itemid=220 The status of this request for information is that it is not currently a condition of funding, except where the students are funded by the relevant funding council. Where exceptionally, such a student is classified as fundable, the HEFCE will continue to expect a full record. 
Code 7 in field 71 should not be used for students who may spend a sandwich, language or other year abroad as part of their overall programme of study, which is otherwise UK based. 
Although students studying wholly overseas will not be included in the HESA standard registration population and so will not usually be included in sector-wide analyses, their inclusion in the record will allow HESA, its Statutory Customers and other interested parties to use the HESA record as a basis to answer ad-hoc queries instead of going to institutions directly for such information. 
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Programmes of study involving collaborative or franchising arrangements
General points 
Students whose qualifications are validated by the reporting institution but who are not registered students of the reporting institution should not be returned. For students whose study is on a collaborative or franchised course see the specific guidance for each country below. 
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Institutions in England and Northern Ireland 
All students who are included on the HESES return to HEFCE, whether fundable or not, should be returned to HESA even if this is not normally compulsory under the coverage of the record. This will include all students funded through franchised, associate and regional college arrangements. Where students are funded through a HEFCE recognised funding consortium students registered at another institution, although included in the HESES return of the lead institution, should not be included within the lead institution's HESA return. Such students should be included within the HESA or LSC individualised student returns for the registering institution. The HESES and HESA returns should therefore be consistent. 
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Institutions in Scotland 
Scottish higher education institutions should exclude from their returns to HESA students who are taking: 
1. 'articulated' courses/programmes at further education colleges 
2. 'franchised' courses/programmes at FE colleges 
3. other courses/programmes at other HE institutions, or at FE colleges or at nursing colleges 
for those years of such courses/programmes for which the institution: 
1. does not provide any of the teaching input 
2. does not receive any funding 
3. does not receive any tuition fee payment from, e.g. the Student Awards Agency for Scotland. 
This applies, for example, if the HE institution validates the course/programme and awards the qualification to which it leads, if this is the extent of its involvement with the course/programme. 
In the case of those years of a course/programme for which two or more HE institutions are involved in providing the teaching input and/or receiving funding or tuition fees, only one of the HE institutions should include the students in its returns to HESA. It is up to the institutions concerned to agree between themselves who should be responsible for making the returns to HESA for which years of the course (or for which students on a particular year of the course), as seems most appropriate given their administrative arrangements. 
Institutions wishing further advice on these matters should contact the Statistics Branch at SFC (Telephone: 0131 313 6500). 
[bookmark: wales]Top 
Institutions in Wales 
All students (with the possible exception of any students studying wholly outside the UK and not funded by the funding council) who are included on the HESES return to HEFCW, whether fundable or not, should be returned to HESA, regardless of where the student is registered. This will include all students funded through franchised arrangements. 
The students returned to HESA by Welsh franchisers should include all franchised-out students who are eligible for HEFCW funding regardless of where these students are registered. That is all students who are included within the numbers returned by an institution to HEFCW for funding purposes should be returned to HESA. Students who are franchised-in by the institution should be excluded. 
The term "franchise", also referred to as "outreach", in higher education in Wales refers to a higher education course taught at a centre (the franchisee) which is not directly in receipt of funding from HEFCW for that course, and for which quality assurance is provided by a different Welsh higher education institution (the franchisor). Students taught at institutions in Wales may be registered at the franchisee or franchisor institution. However, students registered at institutions outside Wales, with a Welsh institution providing quality assurance, are not included within the definition of franchised students. 
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Other points on the coverage of the return
[bookmark: dec]Students who leave before 1 December 
Institutions need not return records for students who start a course and leave within the first two weeks without completing. Students who start a course and do not leave within the first two weeks will need a record returned on all applicable datasets. It should be noted that any records returned for students who start a course and leave within the first two weeks without completing will be excluded from any progression analyses by Statutory Customers or HESA. If a student is registered at the institution on the 1 December they must be returned to HESA whether they leave within the first two weeks of the programme or not. There are no current plans to create Performance Indicators (PI) based on early leavers but there is a policy interest in the extent to which students leave early in the course. 
[bookmark: inout]Incoming/Outgoing visiting and exchange students 
It is expected that those incoming/outgoing and exchange students who are registered at the reporting institution would be included in the Individualised Student Record and flagged as incoming/outgoing/exchange student in field 28, Special Students. A reduced record is acceptable for such incoming students index.php?option=com_content&task=view&id=245&Itemid=220#in_out_14112006. 
[bookmark: dormant]Dormant students 
Any students with a mode of study 'Dormant' will be excluded from the HESA standard registration population used for analysis purposes. Once a record has been temporarily closed, continuing records for dormant students are not required except in the case where awards have been made to students from dormant status. Institutions with awards made in a reporting period to students not active in the same reporting period should include a record for these students, showing mode of study 63 or 64 'dormant'. A reduced record is acceptable for these students <index.php?option=com_content&task=view&id=245&Itemid=220. 
[bookmark: post]Post/Higher Doctorates 
Post/higher Doctorate students should not be included in the return. 
[bookmark: modres]Module Results (Student Record - fields 117-132) 
It has been confirmed that code 9 'Not known' is an acceptable default code for use in fields 117-132, Module Results, unless otherwise indicated by the institution's Funding Council. 
[bookmark: inhouse]In-house courses 
In-house courses run by institutions for their own employees can be included in the HESA records provided that the attendee staff member is registered as a student at the reporting institution. If the course is credit-bearing they should be included on the Individualised Student Record, otherwise the courses can be entered on the aggregate record of Non-credit-bearing courses. 
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Completion of the Record
The number of records required per student per data collection 
The structure of the HESA Student Record is based upon the premise that a student has a single qualification aim per record returned. A separate individualised student record return should be completed for each student following a programme of study leading to a specific qualification aim, defined as a 'student instance', and each student record should refer to a specific qualification aim detailed in field 41. It is therefore possible that an institution might submit more than one return for a student (if s/he is following two or more programmes of study leading to two or more qualification aims). However, multiple records are not required for students who follow two programmes of study towards the same qualification aim concurrently, or for students following a single programme of study leading towards two or more qualification aims, for example, academic and professional qualifications. 
Each record will be uniquely defined by the combination of field 4, Student identifier, and field 2, Institution identifier, and field 151/136, Student instance number (HUSID + INSTID + NUMHUS or HIN). Linkage between different years of the student on the programme of study is through (HIN). 
Linkage to any other courses that the student may do, at the same or at another institution, will be through the use of the unique Student Identifier (field 4, HUSID), which should remain with the student regardless of what or where s/he subsequently studies. 
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The HUSID Look-up Service
The HUSID Look-up Service (HLS) allows institutions to find the HUSID of a student who has previously been included on the HESA Student Record http://submit.hesa.ac.uk/hls/. 
Transfers between courses within an institution 
Transfers should not give rise to multiple records within a single student instance and a single record only should be returned to HESA showing the current or last information. Thus, only one record per student per data collection need be returned unless: 
either A student completed one student instance and commenced another student instance at that institution during the reporting period. 
In this case, there should be two records for the student with two different Student instance numbers; one record showing the person completing the first qualification aim (either successfully or unsuccessfully) and providing information about any qualification or credit gained, and the other showing the student taking the new programme of study. (In cases where one programme of study leads to two qualification aims, there should be one record submitted.) In addition, the student should also be included (if it is appropriate) in the Destinations for leavers from HE, to provide details of the person's destination after completing the first programme of study. The student should be identified in all records by the use of the same unique student identifier (field 4, HUSID). 
or A student was following two (or more) different student instances leading to two (or more) different qualification aims simultaneously. 
The guideline that transfers should not give rise to multiple records also applies to progression within a single student instance or programme of study with two related qualification aims. For example, consider the student who registers for an 'intermediate' qualification with the clear intention (acknowledged by both student and institution) that, subject to satisfactory performance, s/he will progress seamlessly (and usually without being awarded the intermediate qualification) onto a 'higher' qualification aim. An example of this would be the practice of registering would-be PhD students initially for an MPhil or the progression from BEng to MEng. Only a single record per data collection should be returned for the student reflecting the current registered qualification aim. The change to the higher qualification aim in subsequent years may appear to leave the first qualification aim 'unfinished'. This does not matter, as comparison of returns linked by the Student instance number, will show the student has ' moved up' to study for the higher qualification. 
For a single student instance, the same Student instance number is kept. Field 30, Year of student on this programme, would be expected to increment each year. However there would be no up-dating of Field 26, Date of commencement of programme, nor of other fields giving information on entry to the student instance (fields 18,19,21,23,24,26,27,148/133,157/142-160/145 - an exception being, if, for example, an error had been found in the information provided in the previous year). 
With the commencement of a new student instance, a new Student instance number would be allocated. Field 30, Year of student on this programme, would be expected to be 01. Field 26, Date of commencement of programme, and other fields giving information on entry to the student instance, should all be up-dated (fields 18,19,21,23,24,26,27,148/133,157/142-160/145). 
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Closing a record
Once a record has been returned for one HESA year, a record for that student instance will be required for subsequent years until: 
(a) A record is returned with fields 33, Reason for leaving, and 35, Date Left, completed 
OR
(b) A record is returned with field 152/137, Suspension of active studies, completed (used to indicate a student was active within the reporting period but has now suspended studies) 
OR
(c) A record is returned with field 70, Mode of Study, showing mode of study 'Dormant', (used where a student has been dormant for the whole of the reporting period). 
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HIN Register
In order to assist institutions with making their returns to HESA, HESA makes available to institutions electronic lists of students for whom a record is expected i.e. those records where there is neither Field 33, Reason for leaving, and Field 35, Date left, nor completion of the Field 152/137, Suspension of active studies, nor Field 70, Mode of study, 'Dormant'. These lists are produced as part of the July check documentation and will be applicable to the following July's return. The following July return's check documentation would include feedback on the matching to the previously generated target list as well as generating the target list for the next year's return. For further details, see http://www.hesa.ac.uk/manuals/06011/files/06011a11.htm . 
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The fields which should be completed for each student
[bookmark: gen]General points 
No distinction in the data collection arrangements is made between undergraduate and postgraduate students, nor normally between new and continuing students. It is intended that, with the exceptions noted below, or noted under each field description, the data fields defined in this manual should apply to all students. 
[bookmark: fe]FE level students 
A record is required for FE level students as well as for HE level students. Because of data sharing arrangements with LSC and ELWa, there are certain fields in the record which are specific to FE level students at institutions in England and Wales. There are no specific FE fields for institutions in Scotland or Northern Ireland, but a record is still required for FE level students at these institutions. 
[bookmark: fefc]FE Funding Council Student in England and Wales 
For England and Wales, an FE Funding Council student is defined as a student following a programme of study leading to a general qualification aim at FE level and any other student following a programme of study funded by LSC or ELWa (and which may be at FE or HE level). FE funding council students will be shown as either code 1 'The student is an FE funding council funded student studying at FE level' or code 3 'The student is an FE funding council funded student studying at HE level' or code 4 'The student is not an FE funding council funded student but is studying at FE level' in field 6, FE student marker. 
[bookmark: tta]Training and Development Agency for Schools (TDA) 
As a result of concerns raised by institutions having to return data to both HESA and the TDA, HESA and the TDA are continuing to work closely to rationalise data collection across the two organisations so that overlap between the data collected can be eliminated. Certain fields in the Individualised Student Record have therefore been included to meet TDA requirements and to support a formal agreement for data transfer from HESA to the TDA, to reduce the burden on HE institutions to provide data to both organisations. 
[bookmark: dh]Department of Health (DH) 
Similarly HESA and the DH are working together to streamline meeting some of the data requirements of the DH via the HESA records. As a result, there are some fields in the Individualised Student Record introduced at the request of the DH. 
[bookmark: subset]Subsets of students for whom a reduced Individualised Student Record is acceptable 
Not all fields within the full Individualised Student Record will apply to any particular student. In addition, there are particular sub-sets of students for whom a reduced individualised record is acceptable. These are: 
1. Students in English and Welsh institutions following programmes of study which, over the whole reporting period, do not amount to more than 10% of an FTE. 
2. FE students at institutions in England and Wales who are not funded by LSC or ELWa and who are following programmes of study of less than 120 guided learning hours per year. 
3. Incoming visiting and exchange students. 
4. Dormant students. 
5. Students studying wholly overseas. 
6. Students at institutions in Wales following 'Welsh for Adults' programmes of study. 
For details of the fields required in these reduced records please refer to http://www.hesa.ac.uk/manuals/06011/files/06011a09.htm . 
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UCAS Fields
UCAS, HESA and the funding councils, in consultation with government education departments, have agreed an implementation plan designed to improve the links between data captured by UCAS and data that institutions provide to HESA. 
This plan includes a commitment by UCAS to enable institutions to download appropriate data relating to all the 2006/07 HESA fields for which data from specified applicants has originally been collected by UCAS. This information will be pre-processed from the UCAS sources that most closely match HESA definitions and presented in exactly the same format as required for the 2006/07 HESA record, for use in preparing HESA returns for entrants in the 2006/07 academic year. A list of the fields for which information will be available from UCAS for UCAS entrants in 2006/07 via the *J transaction can be found in index.php?option=com_content&task=view&id=248&Itemid=220. 
Further details about the exact format and the procedure for downloading the data required by HESA will be available from UCAS. UCAS and HESA will also make available descriptions of the processing checks applied to this data by UCAS. 
It is also the intention that UCAS will make similar information available for the entire UCAS entrant population in 2005/06, thus including students entering through the Graduate Teacher Training Registry (GTTR), the Nursing and Midwifery Admissions Service (NMAS) and the Social Work Admission System (SWAS). 
UCAS and HESA have established a senior liaison group that will ensure that coding of items on the UCAS application form and HESA records are congruent. 
Queries
If you have any queries arising concerning data collection, or need advice on completing this record, please contact the Agency's Institutional Liaison team at HESA (liaison@hesa.ac.uk). 
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