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1 Introduction

1.1 Background to the collection

The 2007/8 SIR collection (SIR16) is a comprehensive census of the workforce in the Further
Education (FE) college sector. It has provided a comprehensive overview, recording the
profile of all staff working in FE colleges since 2001/02. It contains individualised data on
demographics, characteristics, qualifications, location, pay as well as other factors and
compares favourably with workforce data collected in other sectors. The data adds significant
value to the sector by building an understanding of the workforce as set out in the FE
Workforce Strategy and the accompanying implementation plan for 2008/09. Historically the
SIR data has been an effective lever for the sector to secure additional funding to further
professionalise the workforce.

The SIR data collection for 2007/8 collects the contract information of all members of staff
employed at your institution between 01/08/2007 and 31/07/2008. There are a few exceptions
to this (for example, non-teaching contracted staff), please refer to Section 6 of the SIR FE
Userguide for further details on this.

There are a total of 31 fields collected for each contract a member of staff holds. Further
information on these fields can be found in Section 6 of the main guidance document for the
collection of SIR data. This document can be found at http://www.lluk.org/2962.htm or in the
Help/Guidance section once logged in to the SIR system.

1.2 Collection overview

This year’s collection opens on 01 August 2008 and you will have until 01 November 2008 to
submit your finalised staff data and sign this off as ready for LLUK to use for analysis
purposes.

The following diagram outlines the main steps required to successfully return data for the
SIR16 collection.
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Step 1 involves maintaining staff records and exporting staff data from your HR system. It is
assumed that HR records are maintained all year round, and so should be up-to-date when
you extract them for the purposes of the SIR collection.

To extract the data in a format that allows it to be uploaded into the SIR system, your HR
software provider or internal HR department should have configured an extract tool. Please
refer to your HR software provider or HR department for more information, or alternatively
contact the SIR service desk on 0845 833 9040 or via email at lluksupport@texunatech.com.

Step 2 involves accessing the SIR system and uploading your extracted HR record file (or
alternatively entering all data via staff record e-forms). A username and password for the SIR
system should have been issued; if this is not the case please contact the SIR service desk.

To upload data navigate to the ‘Import staff records’ page. Here you can browse to find you
SIR record extract file and click ‘Import’ to upload it into the system. If any errors are found
with the structure and format of the file, the system will indicate what these errors are.

Step 3 involves reviewing the summary and validation reports. These highlight any potential
errors found in your data. These reports can be found on the ‘Dashboard’ page of the system.

The summary report will give you an aggregated overview of your data. You can check your
aggregated data against the data you returned last year and against the sector as a whole.

The validation reports will highlight any potential errors with your data. There are potentially
nine validation reports to review, six of which highlight data errors, and three of which
highlight data completion issues. Validation reports that need you attention will be clearly
marked with a ‘Warning’. The data error reports are the priority and will almost always
highlight a true data error. The data completion reports highlight data fields in your submission
that fall below the expected completion level.

Once these errors have been checked you are advised to return to your internal HR system,
update your staff records, re-extract and re-upload the data, again reviewing your reports.

Steps 1 to 3 may be completed as many times as necessary. It is expected that your data
cleansing will be an iterative process. The following diagram illustrates this iteration. Please
remember, this can be done as many times as necessary.
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If necessary (perhaps if you do not want to edit data directly in your HR system) you can
update records using the staff e-forms on the SIR system. To do this, click on an individual
staff reference number (either from the validation reports or the staff record search page),
which will give you access to that staff record’s form.

Step 4 involves completing the ‘Definition of full-time’ form. Once you have uploaded all of
your staff records, you are asked to complete the ‘Definition of full-time’ form. This can be
found in the left-hand menu, under ‘Collection Overview’. You will see that the system has
generated a form for you to complete. This form asks for a definition of full-time hours for
each Category of work involved in your submission. A definition of full-time for a Category of
work is comprised of two pieces of information; the number of hours worked per week and
numbers of weeks worked per year. The multiplication of these numbers is your college’s
definition of the number of hours worked per year by a member of full-time staff under that
particular Category of work. Click ‘Save’ once you have completed this form.

Step 5 involves signing off your data. Once your institution is satisfied that the staff data
entered into the SIR system is as accurate and representative as possible, please click the
'Sign-off' button to complete the collection. This will indicate to LLUK that you have concluded
the SIR 16 collection process and your data is now available for analysis.

Please note, it is acceptable to sign-off your data even if your validation reports still highlight
errors, as long as you have addressed these errors as much as possible.

2 Glossary of terms

LLUK = Lifelong Learning UK.

SIR = Staff Individualised Record.

SIR16 = Staff Individualised Record for 2007/2008.

FE = Further Education.

FE Workforce Strategy = The Workforce Strategy for the further education (FE) sector in
England, 2007-2012 found: http://www.lluk.org/3263.htm

HR = Human Resources

HR System = Human Resources system where staff records and staff contract details are
stored.

HR record file = File produced by your Human Resources system for the SIR collection
containing all staff data.

Dashboard = Area of the SIR system where summary and validation reports are found.
Validation reports = A suite of validation reports within the SIR system that ensures the
validity of your SIR data.

Summary Report = SIR system reports that provide an overview of your staff records
compared to your previous years submission and the sector.

Data Cleansing = Data cleansing is the act of detecting and correcting or inaccurate records
form a record set.

3 SIR service desk 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.
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