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Introduction 
· What to do if you find issues within your check documentation 
· Onward uses of DLHE data 
[bookmark: intro]Introduction to check documentation 
A successful COMMIT transaction will generate several reports containing management information that institutions will need to review to assess data quality. The check documentation is the most substantial of these reports. 
[image: white_cd.gif]Check documentation takes the form of an Excel workbook containing a series of tables which present much of the submitted data to enable institutions to ensure that their submission represents their institution's profile as expected. 
All tabs within the Excel workbook are designed to be checked by both institutions and HESA. Institutions are in an excellent position to recognise more detailed anomalies within their data, using local knowledge of the intricacies of their own institutions, and are strongly encouraged to closely scrutinise the check documentation reports. The check documentation is also used by HESA to conduct data analysis and quality assurance of a data submission. Queries raised on these issues form the basis of any data quality queries fed back to institutions through the Minerva data quality database. 
This guide details some of the key items, providing details of the populations and fields used in their creation along with guidance on interpreting the item and tips detailing common issues. Note that this guide is not exhaustive and institutions are advised to extensively review the check documentation. 
[image: CD_Compare.png]The data collection system will provide a second version of the check documentation for every re-commit/test-commit processed by an institution. This version of the check documentation presents a colour shaded version of the Excel spreadsheet with variances being highlighted.   
[bookmark: except]Exception Report 
[image: Exception.gif]Institutions are advised to review any warnings listed within the Exception Report following a successful TEST_COMMIT/COMMIT transaction. Any data items listed should be examined and amended and/or explained as necessary through Minerva. 
Full details of the commit-stage exception rules for C10018 can be found at C10018 COMMIT-stage validation.  Institutions should pay particular attention to records trapped by new exception rules introduced in the current reporting period as you may be less familiar with these. 
This report contains data that has passed validation because it is a valid entry but is highlighted because either the data has changed from the previous year when it might be expected to remain the same or is exceptional in some way. 
An example of this in the DLHE record might be where a graduate has a full-time Mode of Study but also has full-time employment circumstances which is not an expected scenario. 
The reports will feature the number and details of records failing a rule along with a percentage change column to enable quicker recognition of changes between submissions. 
What to do if you find issues within your check documentation:
Where anomalies are found you should record them on any relevant Minerva queries raised by HESA and set the queries as to be fixed on resubmission. The institution should then contact liaison@hesa.ac.uk to request that the data is decommitted in order that the necessary amendments can be made and the data resubmitted. 
[bookmark: onward]Onward uses of DLHE data 
DLHE data is used in the Statistical First Release - Destination of Leavers in Higher Education Institutions in the United Kingdom, in the Destinations of Leavers from Higher Education Institutions HESA publication, in the KIS , through heidi and in data enquiries handled by the HESA Information Provision team. Data is also passed to HESA's Statutory Customers for their own onward analyses. 
Checkdoc 1 & 2 
· Item 1a 
· Item 1b 
· Item 1c 
· Item 2 
· Item 2a 
· Item E1 
  
[bookmark: checkdoc1_2]Checkdoc_1 _2
[bookmark: item1a]Item 1a - Analysis of DLHE response rate by level, domicile and mode
	STUDENT FIELDS USED:
	MODE, DOMICLIE, COURSEAIM

	DERIVED FIELDS USED: 
	XPDLHE01, XQMODE01, XHOOS01, XOBTND01_AG



DESCRIPTION: This item displays the following: 
· The first block of data (DLHE Target Population) contains students that should have been targeted for the DLHE survey from the student record. (POPDLHE) 
· See icon in student aardvark.
· The second block of data (DLHE Matching Target Population) contains students that have actually been included in the DLHE survey (sent back their questionnaire / telephone survey). 
· On the second row, the third block of data is the percentage response against target population 2009/10 and the fourth block of data is for 2010/11. The fifth block of data is the percentage difference between these two years.
WHAT TO LOOK OUT FOR: 
Check that the ‘total row’ in the % Response against target population (2010/11) is: 
· UK students - Full-time >=80%, Part-time >=70%
· Other EU students >=50%
If they are not, they will be highlighted in grey, and queried. 
Check that the ‘total row’ in the % Difference between years (2009/10 to 2010/11) has not decreased in quality (-10%). This will be shaded in checkdoc if it is < -10%. 
We will want to understand the reason why there has been a drop in year on year response rate of more than 10% as well as if an institution has not achieved the published response rate threshold. 
  
[bookmark: Item1b]Item 1b - Response rate by census date, level, domicile and mode
	STUDENT FIELDS USED:
	MODE, DOMICLIE, COURSEAIM 

	DLHE FIELDS USED:
	APRJAN


  
WHAT TO LOOK OUT FOR: Look to see if both the April and January surveys were conducted. If there are zero responses for one survey date it may indicate that the records have not been returned for that survey. However, this needs to be cross checked with the POPDLHE file supplied in the Student Record. 
   TIPS:  
· Most institutions should have students in both surveys.
[bookmark: Item1c]Item 1c - Analysis of response rate for Research Council graduates by level and mode
	FIELDS USED:
	MODE, COURSEAIM, RCSTDNT 

	DERIVED FIELDS USED:
	N/A 


  
WHAT TO LOOK OUT FOR: The overall target response rate of 80% is required regardless of mode. This item will be treated in a similar way to 1a but without reference to mode and level of study. 
[bookmark: item2]Item 2 - Summary of employment circumstances and further study 
	FIELDS USED:
	EMPCIR, MODSTUDY 

	DERIVED FIELDS USED:
	N/A


  
WHAT TO LOOK OUT FOR: Check that all categories are populated. Check that there are fewer than 10 graduates that are working full-time as well as studying full-time (cell F48) as we would not expect large numbers in this category. 
[bookmark: item2a]Item 2a - Publication categories 
	FIELDS USED:
	EMPCIR, MODSTUDY 

	DERIVED FIELDS USED:
	N/A 


  
WHAT TO LOOK OUT FOR: Check how many graduates are in ‘Full-time paid work only’ The expectation is that at least 50% of the total respondees would be in this category. Check how many graduates are in the ‘Unemployed’ category as the expectation is that these will form the minority category. Finally, check how many graduates have been returned in ‘explicit refusals’ category. The expectation is that no more than 5% of graduates will be returned here. 
  TIPS:  
· Data returned here impacts on UNISTATS data. 
[bookmark: itemE1]Item E1 - Employment indicator (Full-time/First degree/excluding students domiciled from Guernsey, Jersey and Isle of Man) 
PRIORITY: CRITICAL 
	STUDENT FIELDS USED:
	MODE 

	DLHE FIELDS USED:
	EMPCIR, MODSTUDY 


  
DESCRIPTION: This item contains only information relating to students obtaining first degrees and OUG from full-time and part-time courses. It excludes students domiciled from Guernsey,Jersey and Isle of Man. 
Block 1 contains: 
Total population 
• Eligible population = target population from student record, should match FT/FD figure from item 1 or be a few less because it excludes any Guernsey, Jersey and IOM students.
• Number of respondents = records matching target population from DLHE, should match FT/FD figure from item 1or be a few less because it excludes any Guernsey, Jersey and IOM students.
• Check response rate % for this year compared to last year. 
Block 2 contains: 
Employment indicator
• Base population = publication category A-F (only FT/FD/excl. Guernsey, Jersey and IOM)
• Number employed or studying = publication category A-E (only FT/FD/excl. Guernsey, Jersey and IOM)
• Check response rate % for this year compared to last year. HESA will raise a query if levels are +/-10% compared to the previous year. This figure is IMPORTANT as it is published, and is not expected to change a great deal year on year. HESA will also query if the values fall outside of these tolerances. 
Block 3 contains: 
Context statistics of respondents
• Not available for work = publication category G & O (only FT/FD/excl. Guernsey, Jersey and IOM). 
• Refused to take part in survey = publication category X (only FT/FD/excl. Guernsey, Jersey and IOM). 
• Check % change is marginal since last year. HESA will query if there has been an increase of >2%.
• HESA will also query if there has been a large number of explicit refusals in item 2a and will ask the institution if they are able to provide an explanation.  
Checkdoc 3 & 4   
[bookmark: checkdoc3_4]Checkdoc_3_4
· Item 3a 
· Item 3b 
· Item 4a 
[bookmark: item3a]Item 3a – Summary of Employment Circumstances of UK Domiciled Leavers by Level and Mode
	STUDENT FIELDS USED:
	DOMICILE, MODE, COURSEAIM 

	DLHE FIELDS USED:
	EMPCIR, 

	DERIVED FIELDS USED:
	XQMODE01


  
WHAT TO LOOK OUT FOR: Check the ‘mode of study’ split. It is expected that Full-time will be in the majority and Part-time will equal the minority. A query will be raised if there are too many graduates who did not answer question 1 of the DLHE survey. Check to see if there is a high number of explicit refusals. 
[bookmark: item3b]Item 3b – Summary of Employment Circumstances of Other EU Domiciled Leavers by Level and Mode
	STUDENT FIELDS USED:
	DOMICILE, MODE, COURSEAIM

	DLHE FIELDS USED:
	EMPCIR 

	DERIVED FIELDS USED:
	XQMODE01


  
DESCRIPTION: This table is the same as Table 3a but looks at EU domiciled leavers instead of UK domiciled leavers. 
[bookmark: item4a]Item 4a - Summary of the Further Study, Training or Research being undertaken by UK Domiciled Leavers
	STUDENT FIELDS USED:
	DOMICILE, MODE, COURSEAIM 

	DLHE FIELDS USED:
	MODSTUDY, TYPEQUAL 

	DERIVED FIELDS USED:
	XQMODE01 


  
DESCRIPTION: Check the ‘mode of study’ (XQMODE01) split and that all categories of ‘type of qualification’ (TYPEQUAL) have been used. 
WHAT TO LOOK OUT FOR: Check that all categories of ‘type of qualification’ (TYPEQUAL) used. 
Checkdoc 5_7 
· Item 5 
· Item 6 
· Item 7 
[bookmark: checkdoc5_7]Checkdoc_5_7
[bookmark: item5]Item 5 - All leavers in employment by location (of employment) and duration (of employment) 
PRIORITY: Major-High  
	STUDENT FIELDS USED:
	COURSEAIM, MODE, DURATION 

	DLHE FIELDS USED:
	EMPCIR, LOCEMP, 

	DERIVED FIELDS USED:
	N/A 



WHAT TO LOOK OUT FOR: 
• LOCATION – check that:
o majority in UK
o some in other EU and Outside EU
o not too many in unknown
• DURATION – check that:
o spread through the categories
o not too many in unknown category 
TIPS:  The totals should match and should also match the totals of item 3a and item 3b ‘total employed’. 
Postcodes should be returned in upper case alphanumeric characters. The inclusion of lower case characters will cause the postcode to be considered invalid triggering warning 10018010. 
  
[bookmark: item6]Item 6 - All Leavers in UK Employment by Employer Size 
PRIORITY: Major-Low 
	DLHE FIELDS USED:
	EMPCIR, LOCEMP, EMPSIZE

	DERIVED FIELDS USED:
	N/A 


  
DESCRIPTION: DLHE Records matching Target Population by EMPCIR category=01,02,03,15 and LOCEMP = UK 
Check that there is a spread throughout the codes. The total should match item 5 ‘within UK'. 
  
WHAT TO LOOK OUT FOR: If there is a high number of records where EMPSIZE has not been answered ‘X’ then check to see if this is because there was a high number of telephone surveys used when conducting the survery as this question is not core. 

[bookmark: item7]Item 7 – Summary of Salary for Leavers in Employment
PRIORITY: Major-High 
	DLHE FIELDS USED:
	EMPCIR, SALARY

	DERIVED FIELDS USED:
	N/A 


  
DESCRIPTION: DLHE Records matching Target Population by EMPCIR category=01,02,03,15 (in employment). 
WHAT TO LOOK OUT FOR: Check % in Information refused. HESA will query high numbers of unknown salaries. 
Check any salaries of >70k paying attention to: 
· Their job (JOBTITLE). 
· The company and what they make and do (MAKEDO). 
· Determine from the above whether the high salary could be genuine. If many high salaries are included HESA will query this figure as they will distort averages salary data.
Check any salaries of >7k and <15k paying attention to:  
· Their job (JOBTITLE). 
· The company and what they make and do (MAKEDO). 
· Determine from the above whether the low salary could be genuine. If a high number of low salaries are included HESA will query this figure as they will distort averages salary data.
Check for zero salaries. 
· Their job (JOBTITLE). 
· The company and what they make and do (MAKEDO). 
· Determine from the above whether the low salary could be genuine. If a high number of zero salaries are included HESA will query this figure as they will distort averages salary data.
For information, salaries that are below the minimum wage are now included in an exception warning 18020.
  
TIPS:  
Range of salaries: 
· usually majority in 10k-25k 
· should not be many between 1k-5k 
· should not be many between 25k-100k
Checkdoc 8 
· Item 8 

[bookmark: checkdoc8]Checkdoc_8
[bookmark: item8]Item 8 –Standard Industrial Classification and Standard Occupational Classification of all leavers in UK employment 2010/2011 
PRIORITY: Major-Low 
	DLHE FIELDS USED:
	EMPCIR, LOCEMP, DURATION

	DERIVED FIELDS USED:
	N/A 


  
DESCRIPTION: DLHE Records matching Target Population by EMPCIR category=01,02,03,15 and LOCEMP = UK or Not known. 
WHAT TO LOOK OUT FOR: 
· Check that SIC code apportionment has a reasonable spread over all codes.
· Check that SOCDLHE has majority in top few codes. (i.e. beginning with 1-4) 
· Check there are not more than 5% in Not known 
TIPS: Bearing in mind the profile of your institution consider if your institution has a lot of teachers for example, then expect to see good use of ‘Education’ code. 
Checkdoc 9_13 
· Item 9 
· Item 10
· Item 11 
· Item 12 
· Item 13 

[bookmark: checkdoc9_12]Checkdoc_9_12
[bookmark: item9]Item 9 – Leavers who completed an ITT course leading to QTS 
PRIORITY: Minor 
	DLHE FIELDS USED:
	TCHEMP

	DERIVED FIELDS USED:
	N/A 


   
WHAT TO LOOK OUT FOR: Check ITT leavers matching target % and if the percentage is > 70% then this is acceptable. If in the range of 50-70% and this figure is similar to last year then again this is acceptable. Other scenarios may be queried. 
Also, check majority of graduates are in Currently in a teaching post (3). 

[bookmark: item10]Item 10 – Summary of Employment of ITT Leavers in a Teaching Post by Sector and Phase 
PRIORITY: Major-Low 
	DLHE FIELDS USED:
	TCHEMP, TEACHSCT, TEACHPHS

	DERIVED FIELDS USED:
	N/A 


  
WHAT TO LOOK OUT FOR: Check that majority in ‘teaching phase’ (TEACHPHS) codes 1 & 2. 
· Check that majority are in ‘Teaching sector’ (TEACHSCT) code 1. The remainder will usually be evenly spread amongst the other codes.
· Check that there are not too many in TEACHSCT = 4 (not known if state or independent college). 

[bookmark: Item11]Item 11 – Summary of Part-time leavers by Reason for Taking the Original Course and Employment Status 
PRIORITY: Low 
	DLHE FIELDS USED: 
	 INTENT, EMPCRSE

	DERIVED FIELDS USED: 
	 MODE


WHAT TO LOOK OUT FOR: Exception check 1018007 will flag any quieries relating to unknown values. 
[bookmark: Item12]Item 12 – Summary of employment region of UK domiciled leavers in UK employment
PRIORITY: Low 
	DLHE FIELDS USED: 
	 EMCIR, LOCEMP 

	DERIVED FIELDS USED::
	 DOMICILE


WHAT TO LOOK OUT FOR: 
Exception rule 1018009 will flag any queries relating to region unknown. This cell will highlight if there are 10 or more graduates working and living in the UK but with UK region unknown. 
Postcodes should be returned in upper case alphanumeric characters. The inclusion of lower case characters will cause the postcode to be considered invalid triggering warning 10018010.  
[bookmark: Item13]Item 13 – Percentage of employment/self-employed with no salary data returned
PRIORITY: Low
	DLHE FIELDS USED: 
	 EMPCIR, SALARY, METHOD

	DERIVED FIELDS USED: 
	 XPDLHE01


WHAT TO LOOK OUT FOR: The table gives a breakdown of employed respondents who returned no salary information and shows which collection methods were used. Higher percentages indicate that the collection method may not be providing sufficient information towards the KIS. 
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