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Figure 3: Data collection portal home page

2.3.1 Navigation

On the left side of the page you can see the site menu, from which you can access all the site 
pages. The left-hand menu is accessible from all pages on the SIR system.

At the very top of the page you will see a set of links, enabling you to easily access the main 
LLUK site or contact the service desk. Below this will be your name and your institution’s 
name. Please ensure that these appear correctly. Any errors should be reported to the service 
desk (see Section 5).

There are many links throughout the SIR system. A link will usually be underlined and when 

you move your cursor over the link you will see the symbol. Any link can be clicked on to 
reach the linked-through page.

2.3.2 Expandable sections

Throughout the site you will see many sections with the following symbols: or .

Clicking on either of these symbols will expand or contract a section, so it can be viewed or 
hidden:
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 Press to expand a section.

 Press to contract a section.

2.3.3 Home page - Tasks

The main section of the home page guides you through the collection process informing you 
about your next task to carry out and providing you with an overview of all tasks in the SIR 
collection that should be completed.

Tasks are listed on the home page and will ensure you know how far you have progressed 
with the data collection process. You will see two expandable sections relating to tasks, 
‘Current task’ and ‘All tasks’. See Figure 3: Data collection portal main page

The ‘Current task’ section will keep you informed as to the current task you should address. 
By clicking on this task you will be automatically directed to the relevant area where the task 
can be completed.

The ‘All tasks’ section details the full set of tasks involved in the SIR collection process, and 
their due date for completion. A full list of tasks and due dates are:

Table 1: Task list

Task Task completion condition Due date
Confirm contact 
details

Respond to the email proforma asking you to confirm 
your contact details for SIR16.

23/07/2008

First data 
submission made

Upload at least one HR record file, or enter at least one 
record via the e-forms.

01/09/2008

Review summary 
data

Review the summary report found on the Dashboard 
page that may highlight major errors in your 
submission, or fluctuation compared to your previous 
year’s return.

15/09/2008

Define full-time for 
each role

Complete a definition of full-time for each staff Category 
of work involved in your submission.

20/10/2008

Sign-off data Once the above are complete, you should click the 
sign-off button on the Dashboard page.

01/11/2008

This schedule is designed to aid you in returning data to LLUK ensuring there is sufficient time 
to address any potential errors that may exist in your submission.

2.3.4 Home page – open issues

Towards the bottom of the home page you will see the ‘Open issues’ section. An issue is a 
high-priority query either raised by the service desk or yourself, normally regarding something 
that is stopping you from proceeding with your SIR collection. This section will list all open 
issues that will need to be resolved as a matter of priority. You may also open a new issue 
from this section by clicking the ‘New issue’ button. Please see Section 5.1.2 to find out more.

2.3.5 Home page – sign-off your data

When you are satisfied that the data you have entered into the SIR system is representative 
of staff at your institution and all the tasks on the homepage are complete, you can sign-off 
your data. This is the last task of the data collection process that helps acknowledge that the 
data you returned is correct and that you do not intend to submit any further data. 

The ‘Sign-off your data’ section will prompt you to 
complete required tasks should a task have not yet been 
completed. Once all tasks are complete a ‘Sign-off’ 
button will appear in this section. Please click this button 

Keep in mind that you 
cannot change your 
data after signing-off 
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included in your submission will appear, minimising the burden of having to define all possible 
Categories of work. The form is personalised to your own submission.

Figure 18: Entering details on the Definition of full-time form

Once you have entered the ‘Number of hours per week’ and ‘Numbers of weeks per year’ for 
each Category of work click the ‘Update hours per year’ button. This will calculate the 
‘Number of hours per year’ for each Category of work. Once complete you should save the 
report.
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Figure 19: Updating the Definition of full-time form

Where there are multiple definitions of full-time for a particular Category of work, we ask you 
to approximate an average ‘Number of hours per week’ and ‘Numbers of weeks per year’ for 
that Category of work. For example, you may have multiple definitions of full-time for 
‘Lecturer/Tutors’. Assuming one definition is 35 hours per week and 40 weeks per year, and 
the second definition is 40 hours per week and 48 weeks per year, please return this as 37.5 
hours per week and 44 weeks per year.

4.5 Dashboard PDF export

One additional feature on the Dashboard page is the ‘Export’ button. Clicking this will produce 
a summary PDF of the Dashboard page featuring:

 Any duplicate records in your submission;
 Your summary report;
 3 of the validation reports, with list of staff records failing any field validation:

o Null, unknown and unexpected employment information;
o Null, unknown and unexpected qualifications information; and
o Null, unknown and unexpected characteristics information.

This PDF can be saved locally for future reference.

A PDF export of the Dashboard will also be generated each time you make a HR record file 
submission. This will be emailed to your registered email address, along with confirmation of a 
successful HR record file upload. This provides an easy opportunity to briefly check your 
submitted data each time you make a submission. This version of the PDF export will not drill-
down to staff record details, only a summary will be provided. Therefore, we always 
recommend that you also log-in to the SIR system to review your data in greater detail.
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5 Service desk & support
The service desk will continuously monitor your collection progress throughout the collection 
period (01/08/2008  01/11/2008). This is so that we are aware of any potential issues 
related to your data, and can therefore pro-actively contact you to help with your submission.

The service desk has several communication channels it may use to contact you, and in turn 
you may use these to contact the service desk.

The service desk will also manage automated ‘reminders’, triggered if you fail to meet a task’s 
predefined deadline date. This feature is used to ensure you are aware of the collection 
process and can therefore complete the submission in a timely manner. Please refer to 
Section 2.3.3 to review the deadlines for each collection task.

5.1 Methods to contact

All communications you have with the service desk will be stored on the SIR system for easy 
access and future reference.  This includes Messages, Issues and Telephone calls.

5.1.1 Messages

Messages are similar to emails. You can create a new message from the ‘Messages’ link 
under the ‘Collection overview’ left-hand menu item. Here you can define a ‘Subject’, 
‘Message details’, ‘Message category’ and add an attachment if applicable. Next, click on 
‘Save’ – the message will be sent to the service desk, and will be visible from the ‘Messages’ 
page on the SIR system.

In addition, any emails you send to the lluksupport@texunatech.com service desk email 
address will be imported and stored on the SIR system for reference. These emails will be 
stored as Messages.

5.1.2 Issues

Issues are high-priority queries either raised by the service desk or yourself, normally 
regarding something that is stopping you from proceeding with your SIR collection process. 
To open an issue navigate to the ‘Issues’ link under the ‘Collection overview’ left-hand menu 
item, and click ‘Add new’. Here you can select an ‘Issue type’, ‘Subject’ and ‘Description’. 
Next, click on ‘Save’ – the issue will be sent to the service desk and will be treated with a 
matter of priority. As with messages, all historic and current issues can be found on the 
‘Issues’ page on the SIR system.

5.1.3 Telephone calls

Details of all telephone calls you have with the service desk will be recorded by the service 
desk staff. They will log the call’s subject, a summary of details, and a category, and will state 
as to whether the reason for the telephone call has been resolved or not. You can find a list of 
all telephone calls on the ‘Messages’ page on the SIR system.

mailto:lluksupport@texunatech.com
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5.2 Contact details

The service desk will be available for any queries you have on the SIR collection during the 
collection period. The service desk’s opening hours are Monday to Friday 9.00am to 5.00pm.

You can email the service desk at lluksupport@texunatech.com, or alternatively call on 0845 
833 9040. The service desk phone line has a voice mail facility, so if calling after hours please 
leave a message and the service desk will return your call as soon as possible.

mailto:lluksupport@texunatech.com
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6 Data fields

6.1 Summary
Learning providers are asked to provide data for every member of staff that worked at least 15 
hours during the whole of the 2007/08 teaching year.

Specifically SIR data is required for:
 all staff employed by the learning provider for a total of 15 hours or more during the 

2007/08 teaching year. This includes administrative and support staff;
 staff supplied by an employment agency who provided teaching and/or promoted 

learning, for a total of 15 hours or more during the 2007/08 teaching year;
 self-employed staff that provided teaching and/or promoted learning for a total of 15 

hours or more during the 2007/08 teaching year;
 where a learning provider has a separate company, staff data are required if the 

accounts of that company are consolidated within the accounts of the learning 
provider.

Data is not required for:
 staff who are either supplied by an employment agency or who are self-employed 

and are employed solely for the purposes of administrative or support duties;
 any staff who left the employment of the learning provider prior to 1 August 2007;
 any staff not employed for a total of at least 15 hours during the whole of the 2007/08 

teaching year.

6.2 Highlight of changes for SIR16

In summary, the following changes are present in the SIR16 record:

 31 data fields are now present representing 5 new fields and 16 updated fields 
(updated reference values, field lengths and data types).

 Data requirements have been standardised, reduced records are not accepted and 
Teaching staff and Support staff records are treated identically.  Full records are 
requested for all staff submitted in the SIR return.

 SIR field numbering has been updated.
 New submission file format (.xml) and the removal of DBF and 'Other' field delimiting 

file formats.

Changes made to particular fields are mentioned in the table in Section 6.3.

6.3 SIR16 fields
The following table indicates the field requirements for the SIR16. See Appendix B for a full 
list of acceptable values for each SIR field and further notes.
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Table 2: SIR16 field list

SIR 
record 
code

SIR record field Description New or updated for 
2007/08 record

01 UKPRN Your providers UKPRN, defined by 
UKRLP (http://www.ukrlp.co.uk/ ). It is 
used to allow the records to be 
identified and aggregated to your 
institution in the SIR system. UKPRN 
will be used for the first time in 
2007/08 collection. Previously the 6 
digit LSC provider number was used 
in all SIR data collections.

New Provider numbers, 
new field length.

02 Staff reference Staff reference is a reference code as 
defined by your institution for each 
member of staff.  They may consist 
of up to 12 alphabetic characters or 
numeric digits or a combination of 
both. Staff reference must be unique 
between different members of staff.  

No change.

03 Multiple contract 
number

An additional number to enable LLUK 
to distinguish between multiple 
records held by a single member of 
staff.

The SIR may contain more than one 
record on a particular member of staff, 
if more than one contract is held (up to 
a maximum of nine).  The multiple 
contract number, combined with the 
UKPRN and the staff reference 
ensures that each record that is 
returned has a unique identifier.  

No change.

04 Gender The gender of the member of staff in 
order to describe the gender profile of 
the workforce within the sector.

New reference values.

05 Date of birth The date of birth of the member of 
staff. To describe the age profile of the 
workforce within the sector.

No change.

06 Highest qualification The highest qualification level which 
has been attained by the member of 
staff.  The 2007/08 record includes the 
introduction of NQF levels.

New field length, new 
reference values.  

07 Teaching and FE 
qualification 1

Details of teaching and FE 
qualifications held by the member of 
staff. Up to four codes may be entered 
in whichever order the learning 
provider thinks appropriate. A code 
should be entered in each field –
where a member of staff has no 
further qualifications successive fields 
should be coded as ’97 – No further 
qualifications on the above list’.

New reference values.

08 Teaching and FE 
qualification 2

New reference values.

09 Teaching and FE 
qualification 3

New reference values.

10 Teaching and FE 
qualification 4

New reference values.

11 Training to teach 
learners with 
learning difficulties 
and/or disabilities 
(LLDD)

Whether or not the member of staff 
has received training to teach learners 
with learning difficulties and/or 
disabilities.

Reduced record reference 
value removed.

http://www.ukrlp.co.uk/
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SIR 
record 
code

SIR record field Description New or updated for 
2007/08 record

12 Ethnicity The ethnic origin of the member of 
staff, as defined by the member of 
staff. Used to describe the ethnicity 
profile of the workforce within the 
sector.

New reference values.

13 Disability Whether the member of staff has a 
disability, as defined by the member of 
staff. Used to monitor the distribution 
of disability amongst sector staff and 
support equal opportunities policy.

New reference values.

14 Terms of 
employment

Differentiates between staff on 
permanent contracts, staff on fixed-
term contracts and casual staff.

New reference value.

15 Fraction of full-time The proportion of full-time hours that 
the member of staff is contracted to 
work over the year. This is expressed 
as a percentage of the standard full-
time hours over a year, for the 
particular type of employment as 
defined by the learning provider.

No change.

16 Proportion providing 
teaching and 
promoting learning

The proportion of time spent lecturing 
and teaching, preparing to lecture and 
teach, for example: preparing teaching 
material, and marking and assessing 
learners’ work.

Field renamed. Field was 
named as ‘Apportionment 
of work 1’ in SIR15

17 Proportion 
supporting teaching 
and learning

The proportion of time spent directly 
supporting teaching and learning in an 
environment where students are 
situated, for example: undertaking 
care assistance, providing technical 
assistance in a workshop or 
laboratory, and supervising WBL 
learners.

Field renamed. Field was 
named as ‘Apportionment 
of work 2’ in SIR15

18 Proportion providing 
other support

The proportion of time spent on any 
other work, which has not been 
included in fields 16 and 17. This work 
is support that is not related to 
individual learners nor directly related 
to learning, for example; undertaking 
building maintenance, administration, 
cleaning or catering.

Field renamed. Field was 
named as ‘Apportionment 
of work 3’ in SIR15

19 Date of appointment The date that the member of staff 
began their current period of 
continuous employment at the college

No change. (Previously 
SIR field 22)

20 Date of leaving Date staff left learning 
provider/contract terminated.

No change. (Previously 
SIR field 24)

21 Highest enrolled 
teaching and/or 
learning support 
qualification

Details of highest teaching and/or 
learning support qualification on which 
member of staff is enrolled.

New reference values. 
(Previously SIR field 25)

22 Qualified Teacher 
Status

Whether or not the member of staff 
has a qualified teacher status 
qualification (QTS, QTLS, PRLS, 
GPRLS, ATLS).

New reference values. 
(Previously SIR field 26)

23 Area of learning of 
highest qualification

Details of the area of learning of the 
highest qualification held by the 
member of staff.

New reference values. 
(Previously SIR field 27)
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SIR 
record 
code

SIR record field Description New or updated for 
2007/08 record

24 Area of learning of 
main subject taught

Details of the area of learning of the 
main subject taught by the member of 
staff.

New reference values. 
(Previously SIR field 28)

25 Category of work Details of the category of work. New reference values. 
(Previously SIR field 29)

26 Annual pay The gross pay for work paid during the 
2007/08 tax year (6 April 2007 to 5 
April 2008).  In most cases this is not 
the same as salary, it is the rate of 
pay at a particular moment in time

New reference values. 
(Previously SIR field 30)

27 Teach 14-19: 
Proportion of 
contract delivered to 
14-16 year olds

Proportion of contract that is spent 
specifically teaching the 14-16 year 
old age group (i.e. students in 
compulsory education)

New.

28 Teach 14-19: 
Proportion of 
contract delivered to 
16-19 year olds

Proportion of contract that is spent 
specifically teaching the 16-19 year 
olds (i.e. students in post-compulsory 
education).

New.

29 Hours of CPD per 
year towards 
teaching

Number of hours of continuing 
professional development per year 
undertaken for teaching purposes.

New.

30 Hours of CPD per 
year towards other

Number of hours of continuing 
professional development per year 
undertaken for purposes other than 
teaching.

New.

31 Skills for life Indicating that the staff member has 
skills for life qualifications.

New.

If you have any queries regarding the SIR16 field please review the SIR16 
Specifications document, found at 
http://www.lluk.org/documents/SIR_Workforce_Data_Collection_FE_HR_Software_S
pec_24062008.pdf

If your query is not answered by the specification document please contact the 
service desk via email at lluksupport@texunatech.com, or alternatively call on 0845 833 
9040.

http://www.lluk.org/documents/SIR_Workforce_Data_Collection_FE_HR_Software_Spec_24062008.pdf
http://www.lluk.org/documents/SIR_Workforce_Data_Collection_FE_HR_Software_Spec_24062008.pdf
mailto:lluksupport@texunatech.com
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Appendix A: HR record file format

Fixed length data type
Data type:  The data type used should be in ASCII character format using only characters 
from the set consisting of upper case alphabetic characters, the digits 0 - 9 and space. 

The records must contain the fields, in the order specified in Section 6.3.  Therefore all staff 
records must be:

 98 characters long;
 fields must be in the order specified and with the correct length; 
 fields are not delimited; 
 records are delimited with a line break/carriage return.

Unlike previous returns a specific header/footer will not be required.

XML
XML (eXtensible Mark-up Language) is the emerging technical standard for data transfer and 
many systems are now adopting this. XML is being promoted as the standard for data transfer 
by MIAP as well as the e-Government Unit of the Cabinet Office.  For these two reasons 
LLUK are introducing XML SIR file format submissions in SIR16. 

If your institution uses this method of submission, your HR software provider will have created 
an .xml extract in the correct format to be uploaded to the SIR system. If you require further 
details on the format of the .xml file, please contact the service desk. See Section 5.2 for 
contact details.

CSV
The CSV file import will follow the naming and data type specification of the Fixed Length file 
with regards to field order. A Header row must be included with column header names, as 
detailed in the table below.

Header rows have been introduced to allow learning providers to easily manipulate SIR data 
submissions in desktop spreadsheet packages if required.  A header row is only required for 
CSV files.  The header row cell values are the defined SIR field names and should be 
positioned in the CSV file from left to right (column order A-AE):

Table 3: CSV column and header formats

Column Column header SIR field number

Column A UKPRN 01

Column B Staff reference 02

Column C Multiple contract number 03

Column D Gender 04

Column E Date of birth 05

Column F Highest qualification 06

Column G Teaching and FE qualification 1 07

Column H Teaching and FE qualification 2 08

Column I Teaching and FE qualification 3 09

Column J Teaching and FE qualification 4 10
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Column Column header SIR field number

Column K
Training to teach learners with learning 
difficulties and/or disabilities (LLDD)

11

Column L Ethnicity 12

Column M Disability 13

Column N Terms of employment 14

Column O Fraction of full-time 15

Column P
Proportion providing teaching and promoting 
learning

16

Column Q Proportion supporting teaching and learning 17

Column R Proportion providing other support 18

Column S Date of appointment 19

Column T Date of leaving 20

Column U
Highest enrolled teaching and/or learning 
support qualification

21

Column V Qualified Teacher Status 22

Column W Area of learning of highest qualification 23

Column X Area of learning of main subject taught 24

Column Y Category of work 25

Column Z Annual pay 26

Column AA
Teach 14-19: Proportion of contract delivered 
to 14-16 year olds

27

Column AB
Teach 14-19: Proportion of contract delivered 
to 16-19 year olds

28

Column AC Hours of CPD per year towards teaching 29

Column AD Hours of CPD per year towards other 30

Column AE Skills for life 31
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Appendix B: Data value definitions
The table below specifies valid entries for each field collected in the SIR16 record. The full 
Specifications document can be found at 
http://www.lluk.org/documents/SIR_Workforce_Data_Collection_FE_HR_Software_Spec_240
62008.pdf

Table 4: SIR16 field and data value definitions

SIR
record
field
code

SIR record field
name

Value code and label Notes New or 
updated for 

2007/08 
record

Further 
details

01 UKPRN N/A Numeric character code between 10000000 and 
99999999. NULL values are not permitted for this 
field. Your UKPRN can be obtained from 
www.ukrlp.co.uk

New 
Provider 
numbers, 
new field 
length.

See page 12
of the 
Specification 
document 

02 Staff reference N/A Any alphanumeric code that is unique to the 
member of staff. NULL values are not permitted 
for this field.

No change. See page 13
of the 
Specification 
document

03 Multiple contract 
number

N/A Sequential number for each contract held for a 
single member of staff (range 1 – 9). If the field is 
not populated. NULL values are not permitted for 
this field.

No change. See page 14
of the 
Specification 
document

04 Gender 1 -  Male Male New 
reference 
values.

See page 15
of the 
Specification 
document

2 -  Female Female

8 -  Unknown Enter this if the gender of the member of staff is 
unknown

9 -  Rather not say Enter this if the member of staff has declined to 
state their gender.

05 Date of birth N/A DDMMYYYY - date pattern; DD (day) - between  
01 and 31; MM (month) - between  01 and 12; 
YYYY (year)- 4 digit year; 00000000 - NULL 
value

No change. See page 16
of the 
Specification 
document

06 Highest qualification 10 -  NQF Level 8 Doctorates New field 
length, new 
reference 
values.  

See page s 
17-18 of the 
Specification 
document

07 -  NQF Level 7 Masters degrees, Postgraduate certificates and 
diplomas

05 -  NQF Level 6 Bachelor degrees, graduate certificates and 
diplomas (note: value code and label is correct as 
05 – NQF level 6).

06 -  NQF Level 5 Diplomas of higher education and further 
education, foundation degrees, and higher 
national diplomas (note: value code and label is 
correct as 06 – NQF level 5).

04 -  NQF Level 4 Certificates of higher education

03 -  NQF Level 3 Level 3 Certificate, Level 3 NVQ, A levels

02 -  NQF Level 2 Level 2 Diploma, Level 2, GCSEs Grades A*-C

01 -  NQF Level 1 Level 1 Certificate, Level 1 NVQ, GCSEs Grades 
D-G

08 -  No formal qualifications No formal qualifications held.

09 -  Unknown College doesn’t know the qualifications held by 
the member of staff.

07 Teaching and FE 
qualification 1

01 -  BEd/BA/BSc with 
concurrent qualified teacher 
status

BEd/BA/BSc degree with concurrent qualified 
teacher status

New 
reference 
values.

See pages
19-20 of the 
Specification 
document02 -  Certificate of Education

03 -  Level 3 Teaching 
Qualification (e.g. CG 7303)

04 -  PGCE Post-Graduate Certificate of Education

http://www.lluk.org/documents/SIR_Workforce_Data_Collection_FE_HR_Software_Spec_24062008.pdf
http://www.lluk.org/documents/SIR_Workforce_Data_Collection_FE_HR_Software_Spec_24062008.pdf
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SIR
record
field
code

SIR record field
name

Value code and label Notes New or 
updated for 

2007/08 
record

Further 
details

05 -  Learning and Development 
Awards (inc. predecessor TDLB 
awards)

06 -  Level 4 FE Teaching 
Qualification - Stage 1

07 -  Level 4 FE Teaching 
Qualification - Stage 2

08 -  Level 4 FE Teaching 
Qualification – stage 3

11 -  PTLLS Member of staff holds the ‘Preparing to Teach in 
the Lifelong Learning Sector’ award

12 -  CTLLS Member of staff holds the ‘Certificate in Teaching 
in the Lifelong Learning Sector’ award

13 -  DTLLS Member of staff holds the ‘Diploma in Teaching in 
the Lifelong Learning Sector’ award

51 - Teaching support 
qualification at NQF level 3

Member of staff holds a Teaching support 
qualification rated at NQF level 3

52 - Teaching support with 
professional qualification at 
NQF level 4 or above

Member of staff holds a Teaching support with 
professional qualification rated at NQF level 4 or 
above

97 - No further qualification on 
the above list

Member of staff has no further qualifications that 
could be considered to be one of those listed 
under this field.

98 - Non-SVUK Endorsed Member of staff has a teaching qualification 
omitted from this list and not endorsed by SVUK.
Go to www.standardsverificationuk.org for further 
information.

99 - Unknown It is unknown to the provider what or if any 
qualifications are held by the member of staff.

08 Teaching and FE 
qualification 2

see 'Teaching and FE 
qualifications 1'

New 
reference 
values.

See pages 
19-20 of the 
Specification 
document

09 Teaching and FE 
qualification 3

see 'Teaching and FE 
qualifications 1'

New 
reference 
values.

See pages 
19-20 of the 
Specification 
document

10 Teaching and FE 
qualification 4

see 'Teaching and FE 
qualifications 1'

New 
reference 
values.

See pages 
19-20 of the 
Specification 
document

11 Training to teach 
learners with learning 
difficulties and/or 
disabilities (LLDD)

1 - Training received Member of staff has received training or is 
currently receiving training to teach learners with 
learning difficulties and/or disabilities.

Reference 
value 
removed –
no longer 
allowed to 
code for 
‘reduced 
record’

See page 21
of the 
Specification 
document2 - Training not received Member of staff has not received training to teach 

learners with learning difficulties and/or 
disabilities.

8 - Not Applicable Not applicable – member of staff does not teach.

9 - Not known Institution does not know if training has been 
received or not.

12 Ethnicity 11 - Asian or Asian British –
Bangladeshi

New 
reference 
values.

See pages 
22-23 of the 
Specification 
document

12 - Asian or Asian British –
Indian

13 - Asian or Asian British –
Pakistani

14 - Asian or Asian British – any 
other

15 - Black or Black British –
African

16 - Black or Black British –
Caribbean

17 - Black or Black British – any 
other
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SIR
record
field
code

SIR record field
name

Value code and label Notes New or 
updated for 

2007/08 
record

Further 
details

18 - Chinese

19 - Mixed – White and Asian

20 - Mixed – White and Black 
African

21 - Mixed – White and Black 
Caribbean

22 - Mixed – any other

23 - White – British

24 - White – Irish

25 - White – any other

26 - White - Other European

97 - Prefer not to say

98 - Any other

99 - Not known

13 Disability 1 -  Yes - rather not say Member of staff has a disability but has not 
classified what type of disability.

New 
reference 
values.

See page 24
of the 
Specification 
document

2 -  Yes - physical impairment Member of staff has a disability that can be 
classified as a ‘physical impairment’.

3 -  No Member of staff does not have a disability.

4 -  Yes - learning difficulty Member of staff has a disability that can be 
classified as a ‘learning difficulty’.

5 -  Yes - mental ill health Member of staff has a disability that can be 
classified as ‘mental ill health’.

6 -  Prefer not to say Member of staff has not disclosed if they do or 
don’t have a disability.

9 -  Unknown It is not known to the institution if the member of 
staff has or does not have a disability.

14 Terms of employment 1 - Permanent staff Contract for said member of staff is deemed to be 
a permanent contract.

New 
reference 
value.

See page 25
of the 
Specification 
document

2 - Fixed term staff Contract for said member of staff is deemed to be 
a fixed term or temporary contract.

3 - Casual staff Contract for said member of staff is deemed to be 
a casual contract (includes supply teachers 
unless employed through an agency or self-
employed).

4 - Employed through an 
agency

Member of staff is employed to work in the 
institution via an external agency.

5 - Self-employed Member of staff is self-employed

9 - Unknown Institution is unaware of the contract type of the 
member of staff

15 Fraction of full-time Between 000 and 200 The proportion of full-time hours that the member 
of staff is contracted to work over the year. This is 
expressed as a percentage of the standard full-
time hours over a year, for the particular type of 
employment as defined by the learning provider.

No change. See page 26
of the 
Specification 
document

16 Proportion providing 
teaching and promoting 
learning

Percentage between 000 and 
100

The proportion of time spent lecturing and 
teaching and preparing to lecture and teach, for 
example: preparing teaching material, and 
marking and assessing learners’ work. Fields 16, 
17 and 18 must combine to equal 100.

New name. See page 27
of the 
Specification 
document

17 Proportion supporting 
teaching and learning

Percentage between 000 and 
100

The proportion of time spent directly supporting 
teaching and learning in an environment where 
students are situated, for example: undertaking 
care assistance, providing technical assistance in 
a workshop or laboratory, and supervising WBL 
learners. Fields 16, 17 and 18 must combine to 
equal 100.

New name. See page 28
of the 
Specification 
document

18 Proportion providing 
other support

Percentage between 000 and 
100

The proportion of time spent on any other work, 
which has not been included in fields 16 and 17. 
This work is support that is not related to 
individual learners nor directly related to learning, 
for example; undertaking building maintenance, 
administration, cleaning or catering. Fields 16, 17 
and 18 must combine to equal 100.

New name. See page 29
of the 
Specification 
document
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SIR
record
field
code

SIR record field
name

Value code and label Notes New or 
updated for 

2007/08 
record

Further 
details

19 Date of appointment DDMMYYYY - date pattern; DD 
(day) - between  01 and 31; MM 
(month) - between  01 and 12;
YYYY (year)- 4 digit year; 
00000000 - NULL value

The date that the member of staff began their 
current period of continuous employment at the 
college. Continuous employment is defined by 
the first date on which the member of staff was 
employed at your institution. However, should the 
member of staff have left employment at your 
institution for a period of greater than one year, 
their re-joining date should be their Date of 
appointment. Records for staff who were 
appointed after 31 July 2008 should not be 
returned.

No change. 
(Previously 
SIR field 22)

See page 30
of the 
Specification 
document

20 Date of leaving DDMMYYYY - date pattern; DD 
(day) - between  01 and 31; MM 
(month) - between  01 and 12; 
YYYY (year)- 4 digit year; 
00000000 - NULL value

Date staff left learning provider/contract 
terminated. Records for staff terminating their 
employment prior to 1 August 2007 are not to be 
returned.

No change. 
(Previously 
SIR field 24)

See page 31
of the 
Specification 
document

21 Highest enrolled 
teaching and/or learning 
support qualification

01 - BEd/BA/BSc with 
concurrent qualified teacher 
status

BEd/BA/BSc degree with concurrent qualified 
teacher status

New 
reference 
values. 
(Previously 
SIR field 25)

See pages
32-33 of the 
Specification 
document02 - Certificate of Education

03 - Level 3 Teaching 
Qualification (e.g. CG 7303)

04 - PGCE Post-Graduate Certificate of Education

05 - Learning and Development 
Awards (inc. predecessor TDLB 
awards)

06 - Level 4 FE Teaching 
Qualification - Stage 1

07 - Level 4 FE Teaching 
Qualification - Stage 2

08 - Level 4 FE Teaching 
Qualification – stage 3

11 - PTLLS Member of staff holds the ‘Preparing to Teach in 
the Lifelong Learning Sector’ award

12 - CTLLS Member of staff holds the ‘Certificate in Teaching 
in the Lifelong Learning Sector’ award

13 - DTLLS Member of staff holds the ‘Diploma in Teaching in 
the Lifelong Learning Sector’ award

51 - Teaching support 
qualification at NQF level 3

Member of staff holds a Teaching support 
qualification rated at NQF level 3

52 - Teaching support with 
professional qualification at 
NQF level 4 or above

Member of staff holds a Teaching support with 
professional qualification rated at NQF level 4 or 
above

97 - Member of teaching staff 
not enrolled on any qualification

Member of staff has no further qualifications that 
could be considered to be one of those listed 
under this field.

98 - Non-SVUK Endorsed Member of staff has a teaching qualification 
omitted from this list and not endorsed by SVUK.
Go to www.standardsverificationuk.org for further 
information.

99 - Unknown It is unknown to the provider what or if any 
qualifications are held by the member of staff.

22 Qualified Teacher 
Status

1 - Qualified Teacher Status 
(QTS)

Qualified Teacher Status. New 
reference 
values. 
(Previously 
SIR field 26)

See pages
34-35 of the 
Specification 
document

2 - No qualification

3 - Qualified Teacher Status 
(QTLS)

Qualified Teacher Learning & Skills status.

4 - Qualified Teacher Status 
(PRLS)

Professional Recognition Learning & Skills.

5 - Qualified Teacher Status 
(GPRLS)

General Professional Recognition Learning & 
Skills.

6 - Qualified Teacher Status 
(ATLS)

Associate Teacher Learning & Skills status

http://www.standardsverificationuk.org/
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record
field
code

SIR record field
name

Value code and label Notes New or 
updated for 

2007/08 
record

Further 
details

7 - Other professional 
training/teaching qualification

Member of staff has a different professional 
training/teaching qualification status.

8 - Not applicable (teaching 
support staff or other support 
staff)

Qualified teaching status is not applicable as the 
member of staff is teaching support staff or other 
support staff.

9 - Unknown (use for teaching 
staff only)

Institution has been unable to establish whether 
the member of staff has a teaching and/or 
learning qualification.

23 Area of learning of 
highest qualification

01 - Science and Mathematics Details of the area of learning of the highest 
qualification held by the member of staff.

New 
reference 
values. 
(Previously 
SIR field 27)

See pages
36-37 of the 
Specification 
document

02 - Land Based Provision 

03 - Construction

04 - Engineering, Technology 
and Manufacturing

05 - Business Administration, 
Management and Professional

06 - ICT

07 - Retailing, Customer 
Service and Transportation

08 - Hospitality, Sports, Leisure 
and Travel

09 - Hairdressing and Beauty 
Therapy

10 - Health, Social Care and 
Public Services

11 - Visual and Performing Arts 
and Media

12 - Humanities

13 - English, Languages and 
Communication

14 - Foundation Programmes

80 - Teaching staff lower than 
NQF level 4

99 - Not a member of staff 
providing teaching and 
promoting learning

98 - Unknown

24 Area of learning of main 
subject taught

01 - Science and Mathematics For teaching staff this field must be completed 
using entries between 01 and 14 or 80.  Code 
‘99’ should be used where a member of staff 
does not undertake any teaching, that is where 
field 16, ‘Proportion providing teaching and 
promoting learning’, is set to zero.  The main 
subject taught is the subject which a member of 
staff spends most time teaching. Where the main 
subject taught is wider than one programme area, 
learning providers are asked to use their 
judgement in assigning a programme area to it.

New 
reference 
values. 
(Previously 
SIR field 28)

See pages
38-39 of the 
Specification 
document

02 - Land Based Provision 

03 - Construction

04 - Engineering, Technology 
and Manufacturing
05 - Business Administration,
Management and Professional

06 - ICT

07 - Retailing, Customer 
Service and Transportation

08 - Hospitality, Sports, Leisure 
and Travel

09 - Hairdressing and Beauty 
Therapy

10 - Health, Social Care and 
Public Services

11 - Visual and Performing Arts 
and Media

12 - Humanities

13 - English, Languages and 
Communication

14 - Foundation Programmes
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field
code

SIR record field
name

Value code and label Notes New or 
updated for 

2007/08 
record

Further 
details

80 - Teaching staff lower than 
NQF level 4

99 - Not a member of staff 
providing teaching and 
promoting learning

98 - Unknown

25 Category of work 01 -  College 
administrator/manager

New 
reference 
values. 
(Previously 
SIR field 29)

See pages
40-41 of the 
Specification 
document

02 -  Centre (sub_college) 
administrator

03 -  Finance 
administrator/manager (bursar)

04 -  Librarian

05 -  Marketing 
administrator/manager

06 -  Computer/database 
manager
07 -  Estate/site manager

08 -  Other 
administrator/manager
09 -  Chief Executive

10 -  Director

11 -  College Principal

12 -  Other senior management

21 -  Careers officer

22 -  Student coordinator

23 -  Admissions coordinator

24 -  Examinations coordinator

25 -  Sports centre manager

26 -  Finance officer

27 -  Personnel officer

28 -  Adult education 
administrator

29 -  Assistant librarian

30 -  Office manager

31 -  Principal’s 
secretary/personnel assistant

32 -  Other 
administrative/professional staff

41 -  Computer/database officer

42 -  Computer technician

43 -  Reprographics manager

44 -  Senior 
laboratory/workshop technician

45 -  Laboratory/workshop 
technician

46 -  Arts technician

47 -  Audio/video technician

48 -  Other technical staff

49 -  Learning support 
technician
61 -  Word processor 
operator/clerical assistant

62 -  Administrative assistant

63 -  Secretary
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record
field
code

SIR record field
name

Value code and label Notes New or 
updated for 

2007/08 
record

Further 
details

64 -  Receptionist/telephonist

65 -  Finance assistant

66 -  Personnel assistant

67 -  Library assistant

68 -  Exams assistant

69 -  Admissions assistant

70 -  Reprographics assistant

71 -  Other clerical/secretarial 
staff

81 -  Caretaker

82 -  Site assistant

83 -  Security officer

84 -  Maintenance staff e.g. 
electrician, plumber

85 -  Learning support assistant

86 -  Nurse (including nursery 
nurse)

87 -  Nursery/creche assistant

88 -  Catering manager

89 -  Catering assistant

90 -  Gardener/grounds person

91 -  Cleaner

92 -  Other service staff

96 -  Unknown

97 -  Trainer

98 -  Assessor/verifier

99 -  Lecturer/Tutor

26 Annual pay 001 -  £0 to £1,999 Banded annual pay values for the tax year 
2008/09. Annual pay is the gross pay for work 
paid during the 2008/09 tax year (6 April 2008 to 
5 April 2009).  In most cases this is not the same 
as salary, as that is the rate of pay at a particular 
moment in time.  Where staff have received no 
pay for the 2008/09 tax year an entry of ‘001’ 
should be recorded in this field. This may be the 
case for staff who started in March 2009 or later. 
Staff who are on multiple contracts may either 
record their pay for each contract for the 2008/09 
tax year on each separate contract record or 
record their total pay for the 2008/09 tax year 
against the contract record that started first and 
use a value of ‘001’ on all other records. The 
following should not be included in annual pay for 
individual members of staff: employer’s national 
insurance contributions and cost of payment in 
kind, such as accommodation, or vehicles made 
available as part of a salary package or other 
arrangement.

New 
reference 
values. 
(Previously 
SIR field 30)

See pages
42-44 of the 
Specification 
document

002 -  £2,000 to £2,999

003 -  £3,000 to £3,999

004 -  £4,000 to £4,999

005 -  £5,000 to £5,999

006 -  £6,000 to £6,999

007 -  £7,000 to £7,999

008 -  £8,000 to £8,999

009 -  £9,000 to £9,999

~~~ - ~~~

090 -  £90,000 to £90,999

091 -  £91,000 to £91,999

092 -  £92,000 to £92,999

093 -  £93,000 to £93,999

094 -  £94,000 to £94,999

095 -  £95,000 to £95,999

096 -  £96,000 to £96,999

097 -  £97,000 to £97,999

098 -  £98,000 to £98,999

099 -  £99,000 to £99,999

100 -  £100,000 or more

101 -  Unknown
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code

SIR record field
name

Value code and label Notes New or 
updated for 

2007/08 
record

Further 
details

27 Teach 14-19: Proportion 
of contract delivered to 
14-16 year olds

Percentage between 000 and 
100

Proportion of contract that is spent specifically 
teaching the 14-16 year old age group (students 
in compulsory education). Fields (27 and 28) 
should be completed to the nearest 10% and, 
combined, must not total more than 100%.

New. See page 45
of the 
Specification 
document

28 Teach 14-19: Proportion 
of contract delivered to 
16-19 year olds

Percentage between 000 and 
100

Proportion of contract that is spent specifically on 
the 16-19 year olds (students in post-compulsory 
education). Fields (27 and 28) should be 
completed to the nearest 10% and, combined, 
must not total more than 100%.

New. See page 46
of the 
Specification 
document

29 Hours of CPD per year 
towards teaching

Value between 000 and 999 Number of hours of continuing professional 
development per year undertaken for teaching 
purposes.

New. See page 47
of the 
Specification 
document

30 Hours of CPD per year 
towards other

Value between 000 and 999 Number of hours of continuing professional 
development per year undertaken for purposes 
other than teaching.

New. See page 48
of the 
Specification 
document

31 Skills for life 3 - Teacher/Subject Specialist, 
Level 4

Indicates what level of skills for life qualifications 
the member of staff holds.

New. See page 49
of the 
Specification 
document

2 - Subject Support, Level 3

1 - Adult Learner Support, Level 
2
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