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Section 1: Overview

1.1 About the Student | nformation Records System

It is alegislakd requirement that schoolgrovide thefollowing information to the School Curriculum
and Standards Authoritfthe Authority):

9 courses and programs provided by schools

9 student registration and demographics

1 student enrolment details

1 studentresults andachievements

Schools use a variety database programs to record this information. The datsuissequently
providedto the Authority by uploading it tahe Sudent Information Records System (SIRS)

The Authority uses this information in various ways, inclufing

1 meeting legislative requirements to register all students in Yeat2 K

9 registering students in Years 3, 5, 7 and 9 for the National Assessment Pphitenacy and
Numeracy (NAPLAN) testing

9 the coordination of examinations

9 reporting onstudent information and achievement.

The School Curriculum and Standards (SCS) Division of the Department of Edtition
Department)collects data on behalf of the Authority. Schools provide data to SCS to be reported to
and used by the Authority

Schools can also use this information to pdava wide range of reports fgrarents (sedReportsfor
details).

1.2 Processes

There are three processes involved in providing information to the Authority:
9 recording data

9 saving data

1 uploading data.

1. Recording data

Data can be enterethto school database systemniacluding but not restricted tq Civic®Maze
Administration of Schools (AoReporting to Parents (for mopublic schools E£QTMAand
Synergeti® To find out how to record data in these systems, contiaetsoftware supplieor refer
to Database prograni®r relevantlinks

This manual provides instructions to schools on how to set up different types of databases in
Microsoft®Exce® It is critical thatatais formatted correctlyin Excel Failureto format data
correctlywill prevent the data from being uploaded into SIRSer to instructions in the relevant
sections of his manual (Offerings, Student registration arehrtbgraphicsTeacher registration file,
EnrolmentsResults anéchievements) on how to set upspreadsheetn Excel

2. Saving data

Whatever databassoftware aschool uss, informationis required to be saveds a.CS\{comma
separated values or comma delimifdile or an .SCSVsemicolon separated valuefile before it can
be uploaded into SIRBailure tosave in thigormat will prevent the data from being uploaded into
SIRS.
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Section 1: Overview

3. Uploading data
The Authority receiveschooldata whenfiles areuploaded into SIRS. All files are uploaded using the
Uploadstab in SIR&eescreershotbelow).

Primary schools

9 using the Brightpath program, ABMA program or conducting NAPLAN testing will be required
to upload student information into SIRS by clickindJmioad Studentgsee screenshot below).

1 using the Brightpath program will also be required to upload a teacher registration file into SIRS
(see section 5.4).

Providers Enroclments [l Reports Administration  Security

Upload Students
Upload Brightpath Files

Welcome To

Scondary schools
1 must initially uploadhe file types belown the following order
A Offerings
A Students
A Enrolments
A Qualification Estimates
A Achievements
1 can provide optional information as well e mandatory information required by the
Authority. Files that do not have information in mandatory fields cannot be uploaded into SIRS.

{“23 School Curriculum and Standards Authority

Offerings  Enrolments  Moderation  Achievements [JU«LEGCIM Contacts Reports  Administration Security

Upload Endorsed Program

Welcome To SIRS Upload Leaming Programs
VET Import and Export

Courses  Providers

Upload Providers...

| Private Messages Upload Offerings

1.3 Deadlines

In order forSCS to support thauthority to meet its obligations, schools are requiredréport
different types of activitieat appointedtimes throughout the school yeabeadlines are available
onthe home page ofhe SIRSvebsite through Circulars, reminder emadson the Authority
websiteon the Activities Schedule padattps://www.scsa.wa.edu.au/publications/activities
schedule)

Alldeadlinesmust be adheredo; otherwise,your students may be at risk of not having correct
enrolment and achievement data recorded in SIRS.

1.4 Reports

Once data is uploaded into SIRS, schools can generat@berof reports. For the full list of
reports, refer toReports
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1.5 Support

For issues relating to the information contained in hata Procedures ManuaD25 contactthe
Data Serviceseam atdataservices@scsa.wa.edu.au

1.6 More information

The Authority website has a number of publications relevant to different areas of this manual.
Schools are encouraged ttefer to the following publications.

9 Activities Scheduléhttps://www.scsa.wa.edu.au/publications/activitiexchedule)

1 WACE Manual 202%ittp://www.scsa.wa.edu.au/publications/waemanual)

1 Onlinedrculars (egistrationfor the Circulasis availableon the home page of the Authority
website (https://scsa.wa.edu.au)
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Section 2: Getting started and administration

2.1 Logging on

1. Log intoSIRSt https://sirs.scsa.wa.edu.aul hefollowing pagewill appear

Tip:add this page to

'!f:%} School Curriculum and Standards Authority your favourites for
Launch Student Information Records System quick access in the
[Launcn] future

ersion: 8.0.3

2. Click orfLaunch] TheLoginpagewill appear (seecreershotbelow).

Login
User Login ID: | # (eg. p1234)
Password: |

‘ Login ” Forgotten Password ‘

3. EnteryourUserLogin ID This consists of the lettgrfollowed by your school cod#.you are a
administrator, your username will bg**** with no alphacharacter(letter) after the school
code An administrator has the authority t@reate user accounts but nainother administrator
account(see Managing other user accounis this sectioi.

If you are not a administrator, yourUserLogin IDwill end with an alpha charactee.g. p****a.

4. Enter yourPassword This should be a minimum eight digits with at least oneapital letter,
one lowercase letterone numberand one noralphanumericcharacter, e.g. !, $, %

5. Click orthe Loginbutton or pressEnteron your keyboard.

Note: if you leave thdJserLogin IDor Passwordields blank you will be unabl¢o enter SIRS

When you have successfully logged into SIRS)ame pagewill appearwith the blue horizontal
navigationbar at the top

2.2 A tour of SIRS

Thehomepageof the SIRSvebsitehas a number of elements:

1 bluehorizontal navigation bar at the top of the pafgeescreershotbelow)
1 important dates

1 upload status

{% Schoel Curriculum and Standards Authority

Courses Providers Offerings Enrolments Moderation  Achievements Uploads Contacts Reports  Administration  Security

Welcome To SIRS
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2.2.1 Home page of the SIRSwebsite
2.2.1.1 Blue horizontal navigation bar

The blue horizontal navigation bar has a numbemehu items including

9 Providers Enrolments Moderation, Achievements containinformation about thedifferent
types ofdata reporting activitiesequired by the Authority

Uploads allowsdatato be uploaded frona localcomputer irto SIRS

Reports allows schools tgenerate a wide range of report@fed on data uploadeitto SIRS
Administration: allowsthe user to search for suburb and postcode information

Security allows management afser accountse.g.passwords, email addresses, rales

= =4 =4 =4

2.3 Managing your account
2.3.1  Changing your password

1. Inthe blue horizontal navigation bar, hover over Becuritytab (see screenshot below).
2. Click onMy Details

G IS0l Security

Roles

Users

My Details

3. Click orthe Change Passwordutton. TheChange Passworfieldswill appear(see screenshot
below).

Change Password

Existing Password: ||

Mew Password: | ,

Confirm Mew Password: |

[ Change Password l [ Cancel ]

Enter yourExisting Password
Enteryour New Password

Confirm youNew Password

Click onthe Change Passwordutton.

No ok

2.3.2  Changing the primary email address

To ensure youeceive emails generated by S]R&ur email addressiust becorrect To change the
primary email address in SIRS:

1. Inthebluehorizontalnavigationbar, hover over th&ecuritytab.

2. Click onMy Details

3. Update theemailaddress

4. Click orthe Save M Detailsbutton at the bottom of thescreen
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Section 2: Getting started and administration

2.3.3  Changing the secondary email address

If you job shareor need a backup whilgou areon leave you willneed a second person to receive
emailsand alertsfrom SIRSTo change the secondary email address in SIRS:

1. In theblue horizontalnavigationbar, hoverover theSecuritytab.

2. Click onMy Details

3. Addthe newemailaddress in the&CC Emaiield.

4. Clickon the Save M Detaik button at the bottom of thescreen

2.4 Managing other user accounts

To administer other user accounts, you must haveNtamageProvider Member Login IDsrole
enabled inyour useraccount.
2.4.1  Accessing other user accounts

1. In the blue horizontal navigation barpverover theSecuritytab.
2. Click onJsers TheUser Searcfiieldswill appear(seescreershotbelow).

Security: User Search

Search |[ Search Results |

User Search Criteria

User Logon ID:  |Your login ID)| X
Family Name : |

Given Name : |

User Type : | Provider v

Role Name : [ IZ’
Provider Name : | E

Status: | v

3. Enter yourUser LogoriD, e.q.p1234

In User ype, selectProvider.

5. ClickontheSearchtab., 2dz gAft aSS I tAad 2F I 002dz/ia
screershotbelow).Some accounts ithe Statuscolumn may display dsactivealong with
Active accounts

»

Security: User Search

Search || Search Rasults
Usar Search Results
Galbezith Lynn pi234 Provider |uthority Senfor High Schoal ctive

| 2342 Frovger |Authcrity Senior High Schodl mnctive

p1234b Provider Authority Senior High Schoa nactive

| p234c Prowidsr |Autherity Serior High Schoal nactive

| pl234d Provider Wuthor ty Senlor High School nactive

I pliide Prop der :Authonw Senfor High Schoa nactve

[heed pl2asf Provider Authority Senior High School nactve
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Section 2: Getting started and administration

Managing roles of other user accounts

There may be times users require additional/elevated access waHRSFor example, only an
administrator has access to tlizetailed written examination feedbackMaximising £edbach

reports, however,they can delegate thisole to other staff

Only anadministratorcan change the roles other usea &couns. To carry out the following
instructions, you must have thdanage provider member logi IDsrole enabled inyour user
account.

1.

ok own

Clickon Users

screenshobelow).

Enteryour User LogoriD, e.g.p1234
In User ype, selectProvider.
Clickon theSearchtab., 2 dz g Af t aSS$S

In the blue horizontal navigation barpwerover theSecuritytab.

I fAad

27T

Search || Search Rasults

Security: User Search

Usar Search Results

Galbezith Lynn

P34

pl2l4n
p1234b
p234c
pl2i4d
pliide
pl2asf

User Logon ID

Provider
Pravider
Provider
Provider
Provider
Provider
Provider

[tvath oefty Senior High School
Authority Senior High Schoal
Autherity Serior High Schod
Autherity Serior High Schod
[Authority Senlor High Schod
WAt or by Senfor High Schoal
tuth ority Senior High Schoal

Aictive

nactive

| nactive
| nartive
nactive
nactive

nactive

6. Clickon the user account you want to afibthange.
7. Youwill see aRolestab (coloured green) to the right of thdser Detailg¢ab (see screenshot
below).Click on theRolestab.

Security: User Details

User Details | [ Roles |

Existing Contact

Existing Contact: |

[ [ x ]

User Details |[ Roles

Security: User Details

User Details

Name: |Sm\1h.Joe

Us er Type: [Provider

User Logon 1D:  [p1234

Roles The User Is Assigned To

%l lAudit Document For Provider
%l Download NAPLAN Result Users
EST document download

Role Name Description
Ll Reefame | Dscigton

Provider which can upload Audit document.

|Allow the provider users to download NAPLAN results

EST document download

|Manage Provider Members Logon IDs

e
A
€| Manage Provider Members Logon IDs
S

New SIRS General for provider

General role for provider

You are now reagto add, remove or query roles (see instructions below).

You will see the roles assigned to each user and a description of th@seelscreenshot below).
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Section 2: Getting started and administration

2.4.2.1 Assign a user role

1. Click on théAssignTo Rolebutton at the bottom of thepage(seescreenshobelow).

l C!oseJ [ Add User Assign To Role

R

2. Click on thedocumenticon '~ to the left of the role you wish to assign. In the next scrahis
role will be displayed in a list of rolesth their descriptions (sescreershotbelow).

Role Search
Search | | Search Results
. . !b
I US:::!’IE:O
Audit Document For Provider Provider which can upload Audi t document. Provi der
Clerical Role assigned to users who can maintain Provider Details, Provi der
Student Details, set up Schod Offerings and Enrolments.
BownLoad AT Allow the provider users to download NAPLAN results Prowvi der
sers
EST document download EST document download Prowi der
This role has been areated to allow certain providers to maintain
Maintain Student Details their student details, enrdments, and results using the SIRS Prowi der
system
el Sl S Manage Provider Members Logon 1Ds Prowvi der
Logon |Ds
Max',ml g [Reziizk = Allows the provider to access the Maximising Feedbadk function. |Prowvider
Provider
New SIRS General for provider General role for provider Provi der
PrODFJSEd Bl This role allows a provider to view proposed grades Provi der
Provider
Provider Literacy and User has unrestricted access to Literacy and Numeracy Test of Provi der
Numeracy Test Administrator the schoad
10 Records Found

3. Click orthe Closebutton. The new role is nowssignedo the nominated user account
4. Repeathe stepsaboveto assignmore than one roldo a user

2.4.2.2 Query a user role

Click on thelocumenticon to open a detailed description of a role

2.4.2.3 Delete a user role

-
Click on thedeleteicon % to remove a userale.

2.4.3 Create a new user account

The following instructions are toe used tacreate a new user account for any role other than
administrator.

Note: t is best for any person who is new to thdministrator role to overwrite the existing
administratoraccount details bgnteringtheir name and email address.

To createa new userccountfor roles other tharadministrator.
1. In the blue horizontal navigation barpver over theSecuritytab.
2. Click onUsers
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Section 2: Getting started and administration

3. Enter yourUserlLogon ID, e.g. p1234.
4. InUserType, selectProvider
5. ClickontheSearchtab., 2dz gAft aSS I tAad 2F I 002dzyia

Security: User Search

Seaich || Search Resulis

Uksar Saarch Results

T Y S = N S T S N
Galbraith Lynn pi23 Frovicer \asthority Senice High Sthod Aetive

i 2 Frovicer Authorty Senlor High Schoo Inactive
plEHD P ovider Wuthority Senice Hig
pi2Me Frovicer asthority Serice Hig
p1234d Frovicer \asthority Senice High Sthod Inactive
pl2Me Provi car Authorty Senlor High School Inactive
plLr P ovider Wuthority Senice High Sthool Inactive

Inactive

Inactive

6. Click on thedocumenticon  next to the inactive account you wish tgsagnto the new user.
TheUser Detailsscreenwill appear, prompting you to fill in thgser Detaildields(see
screershotbelow).

Security: User Details
ser Details || Roles

Existing Contact

ExistingContact:| | “ X ]

Personal Details

Title: [ v

Family Name: | bk

Given Name: | I+
I

Second Initial:

Date Of Birth: l:lj

Gender: [ v|

User Details
User Type: [Provider |
User Logon ID: | |43
Confirm Password: I:I
User Status: [ Inactive M

7. You must fill in the fields that are tagged with red asterigks (
It isrecommendedhat youenter an email address to ensure the staff memiereives
verification andile processing upload messag&@u may also wish to enter other details.

8. TheUserType should always remain aBroviderunless specified otherwise.

9. Type in a neWrassword

10. In theUser Statudield, changethe account fromnactiveto Active. This can be changed back to
Inactiveoncethe staff menber leaves or no longer requirescess.

11. Tickthe Password Change Requiretieckboxto ensure theuserchanges the passwotttie first
time theylogin.

12. Once all fields are populated, click the Savebutton.

The new user accoutiasnow been created and is active.

For any problems lagngin, contactsirshelp@scsa.wa.edu.au
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2.5 Updating provider information

Details about your school or registered training organisation
(RTOhpre located under th@roviderstab, in the bluehorizontal
navigation bar (sescreershot to theright) underProvider
Details This information needs to be updated by schools in SIR
The school user with the p**** login to SIRS (nho alpha character)
has access to update some of this information.

Providers IEggella =l
Provider Details

Request Student Numbers

The range of information to be updated includes
9 estimated number of teachers

1 estimated number of students for YeargIR. This information is required to be added/updated

at the commencement of each year
1 whetherVET is offered ahe school
1 member (staff) details and role held.

Note:

1 schools cannot access and upddhe General Provider Detailat the top of the pageincluding
Provider Name Yearand Provider Code

1 there is no requirement for schools to provide an ABN.

¢t2 | O0Saa & 2dzNJ 2 th&8Froyidedlbtdilssecjona RSGF AT & Ay

1. In the bluehorizontal navigation bar,dver over theProviderstab.

2. Click orProvider Cetails. TheProvider Searcliieldswill appear(see screenshot below)

Providers: Provider Search

Search || Search Resuls |

Provider Search Criteria

Provider Type: [JRTO Provider [ Provider [J Non-Scope Provider

Provider Name: | |

Provider Code:  |8890 |
Year: From: [2025 | To:|2025 |

Publication Type: | v

YourProvider Codewill appear automaticallypasedon your login information
3. Click orthe Searchbutton.
Theproviderdetailswill appear.

Refer to thescreershotbelowfor the full range of information available in th¥ovider Detailstab.
Usethe scroll button on the righhand side to view the whole page.
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Section 2: Getting started and administration

General Provider Detalls

Provider Name:  [School Cumculum and Standards Authonty

Neva paper Name: &sk
Year: 2018
Provider Code: 0

|

Tax Detads

Australian Business Number: |

GST Registered:
RCT Recived: This is not required

| Cours e Prowder Detaits

Provider Level:
Provider Sy
Redigion Code:

Location Of Schoot:

Provider District:
Assessment Centre Indicator:

Lowest Year Levet:

Highest Yoar Lovel:
Consensus Moderation Group:
Alpha Sequence:

DET Qassification:

Gender:

Sodo-tducationat Status

W

These fields cannot be edited by the school.
Contact the Data Services team at
dataservices@scsa.wa.edu.au
if changes are required

Nunber Of Teachers:
Nurrber Of Kindy Students:
Number Of Pre Primary Students:
Number Of Year 1 Students:
Number Of Year 2 Stwdents:
Number Of Year 3 Students:
Number Of Year 4 Students:
Number Of Year § Students:
Number Of Year 6 Students:
Number Of Year 7 Students:
Number Of Year 8 Stwdents:
Number Of Year 9 Students:
Number Of Year 10 Students:
Number Of Year 11 Students:
Number Of Year 12 Students:

3
=i

AT

Enter the number of teachers at
your school this year

Enter the number of students
anticipated in each academic year
at your school this year

Offering VET for Year 9:
Offering VET for Year 102
Offering VET for Year 11:
Offering VET for Year 12:

[ CRCIG)

Student Management Database:

™ Advise which

|

Other Student Management Database:
AlS Member:

Allow AISWA Access:

File Reference Namber: 1002
Aliance Provider:

Independent Public Schook:

Abfity Base Learning Education (ABLE):

Ignore Foundation Course Restriction:

Bright Path School:

NAPLAN Ortiine School :

T

:| student
management

Tick if you are

offering VET to

database you
are using

any of these
academic year

groups

4. Schoolseed to providethe followinginformation for your school each year
1 number of teachers
1 anticipated number of students in each academic ygaup
1 whether you are offering VET to a specific year group by tickin@ffezing VETheckbox
1 whichstudent managemeniatabase you are usinghen uploading data to SIRS.
5. Click orthe Savebutton.
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Section 2: Getting started and administration

2.5.1 Updating staff information

Satools are required to updatemformationin SIRS regardinghich staff hold the following psitions
at the school this year:

Shools(Kindergarten to Yearl2) Schools(Kindergarten to Year 6

Principal Principal
DeputyPrincipal DeputyPrincipal
Endorsed programs contact NAR-AN ¥ar 3¢5 contact
Enrolments contact Student registration contact
Externallyset tasks contact Brightpath administrator
COATcontact

NAPLAN é&ar 3¢5 contact

NAPLAN &éar 3¢9 contact

NAPLAN &ar 7¢9 contact

Mé&S (Moderation and Standards) contact

OLNAIT support contact

OLNA Y&10 contact

OLNAY1@;12 contact

Year 1Physical Education Studid3 ARcontact

Student registration contact

VET contact

Endorsedorogram contact

ATAR examination contact

Brightpath administtor

=A =4 =4 =4 =9

ES R B B BE BE B T I B B B B B |

To update staff details at your schaoid reassign roles
1. Click on théProvider Membergab (see screeshot below)

Providers: Provider Details

Provider Details || Publication Requirements || Scope Of Deliverables || Provider Contact Details ProviderMembers[i_

Members || Course Teachers || VET Credit Transfer UoC Teachers || Endorsed Program Teachers || Contact DetaiIsTK
Provider Details

Provider : [8890: Summertime School | Year: [2023

TheProviderMembersdetails will appear (see scregmot below).

Provider Members |

S =T

Principal Spam, Brian brian.spam@nenernener.com.au

Deputy Principal Stinson, Kathy kathy.stinson@nenernener.com.au
Enrolment Contact Dalbert, Greg greg.dalbert@nenernener.com.au
Externally Set Tasks Contact Gillet, Mary mary.gillet@nenernener.com.au

NAPLAN Y3-5 Contact Hopper, Mark mark.hopper@nenernener.com.au
NAPLAN Y3-9 Contact Hopper, Mark mark.hopper@nenernener.com.au

R OR R RN

M&S Contact Bebbins, Maria maria.bobbins@nenernener.com.au
OLNA Y10-12 Contact Bobbins, Maria maria.bobbins@nenernener.com.au

Student Registration Contact Stinson, Kathy kathy.stinson@nenernener.com.au

O b b ¢

ATAR Exam Contact Dalbert, Greg greg.dalbert@nenernener.com.au

2. Click on theedit Provider Membeicon (see screenshot below)

o+ '{' Principal Spam, Brian
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Section 2: Getting started and administration

TheProvider Member Detailsectionwill appear (see screshot below).

Provider Member Details

Name: [Offer, Jenny

Role: | Principal

v|

3. Choose the newositionfrom the Roledrop-down list

ATAR Exam Contact “
Brightpath Administrator

COAT Contact

Deputy Principal

Endorsed Program Contact
Enrolment Contact

Externally Set Tasks Contact

Head of Primary School

M&S Contact

NAPLAN Y3-5 Contact

NAPLAN Y3-9 Contact

NAPLAN Y7-9 Contact

OLNAIT Support Contact

OLNA Y10-12 Contact

OLNA Y9-10 Contact

Physical Education Studies Contact
Principal

Student Registration Contact

VET Contact

Vice Principal -

4. Click orthe Savebutton.

If you school has a newrincipal

1. Toremoveyour previouPNA y O A LI £ Q dlickory'tieBeldé icoih e 6 Brinoipal(see

screershot below).

ol % Principal

Parker, Marie |

R
2. Click orthe OKbutton.

3. Toadd your newPrincipal click onthe Add Provider Membebutton (see screeshot below).

l Close | Add Provider Member
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Section 2: Getting started and administration

4. TheContact Searcfieldswill appear. Enter thé&NJR& y O A LI £ Q & th@ ContdcttFamily | Y' S
Namefield (see screeshot below).

Contact Search

Search || Search Results

Contact Search Criverla

Cuntact Family Mame: |Parker

..Ind Previous Surname: |

Contact Given Mame: ||

Search Type: Ilndilaidual Search v|
Role: | >
Employee 10: |

HRMIS ID: |

5. Select thecorrectperson by clicking on theocumenticonnext to their name (see screshot
below).

Note:if more than one person matches tifell name,check theTeacher Registration Board of
Western Australia (TRBWAYmber is correct for the teacher at your school.

Contacts: Contact Search

Search || Search Results

Contact Search Results

[ | Employee ID TRBWA Middle Name Family Name ||

32345678 Marie Susan Parker

q 32876543 Marie Anne Parker

6. SelectPrincipalfrom the Roledrop-down list (see screenshot below).

Provider Member Details

Name: |Parker_,Marie X
Rote: [N A |

7. Click orthe Savebutton.

2.5.2  Checking provider contact information

1. To update or check ithe preferred ontactemail address is correatlick on theDisplay
Provider MemberContact Detailgab and then click on thdocumenticon next to the preferred
Oz2yidl OtQa ylIYS 06aSS aONBSyakz2id o0St2g00

| - % ATAR Exam Contact Tarrant, Kerry |

3
2. TheContact Detaildields will appearEnsuréWork is selected as thBreferred Locatiorand the
Preferred Method of contactis Emailfrom the drop-down lists (see screenshot below)
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Section 2: Getting started and administration

Members | [ Course Teachers | [ VET Credit Transfer UoC Teachers | | Endorsed Program Teachers || Contact Details |
Contact Details
Family Name: [Tarrant Employee ID: [ INewEmployee I
Previous Surname: I
Given Name: ey Date Of Birth: [ &
Second Name: I Gender: IFemaIe v
Preferred Name: I HRMIS 1D: ,—
Title: IMS hd Status: ICurrem hd
Preferred Location: |Wor q Preferred Method: |Email

=8

3. Checkhe email addrssin the Emailfield is correct (see screenshioglow).

Work Contact Details for School Curriculum and Standards Authority

Street Address: |303 Sevenoaks Street

|
Suburb: [cANNINGTON
State/Postcode: |WA }BW 07
Country: |
Department: |

Postal Address: |3U3 Sevenoaks Street

Suburb: [CANNINGTON E
State/Postcode: |WA FH 07
Country: |

Phone: 192736300

Facsimile: 9273 6301

IMobile:

Email: Ikerry.tarran@scsa.wa.edu.au I

3

Once all relevant positions have been updated, this wilea the correct person receivesails

and other correspondence frothe Authority.

If you cannot find a teacher/contact person when you look up their details, contact
dataservices@scsa.wa.edutmhavethe personaddedto SIRS. This will be the case with new

teachers vino have never been registered IR S.

2.5.3 Mai nt ai ni

ng

your

school As

To update a provider address, phone number or email address, schools should clickPoovider

Contact Detailgab.

Schools may amend and update the information in this section and click &atiebutton when

finished.

Providers: Provider Details

Provider Details || Publication Requirements || Scope Of Deliverable: ‘ Provider Contact Details | IProvider Members

[Provider Details

x
| ear: [2024

‘ Provider : IEQQQ Sunny Field District High School

[Provider specific Contact Information

‘ Mail West Code: [ |

Contact Details

Street Address: (13570 Even St
BONNIE ROCK B

StatesPostcode: [WA | EEEE|

(I postal Address Same as Street Address

Postal Address: | 13579 Even St

Suburb:

Country:

Suburb: BONNIE ROCK T ..
State/Postcode: [WA | EZEH|
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Section 2: Getting started and administration

2.6 Further help

For issues relating to the information contained in hata Procedures ManugaD25 emailthe Data
Services team atataservices@scsa.wa.edu.au
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School Curriculum
and Standards
Authority

Data Procedures Manual 2025

Section 3:
Offerings

Contents

Overview

Qourse offerings

Vocational education andraining (VETYualification estimates (ESQUAL)
Saving data foupload into SIRS

Uploading data into SIRS

Troubleshooting

Further help

=A =4 =4 4 -8 4 A

Note: screenshots are for illustration purposes oniind mayshow a date prior to 2025.
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Section 3: Offerings

3.1 Overview

Schools are required to provide the Authority with records of the coursesdfifeyto students. In
2025 schools will provide data to the Authority about tfedlowing courses and programs.

Courses Programs

1 ATAR 1 VETqualifications
1 General 1 Endorsed programs
 Foundation

1 VET industry specific

1 Preliminary

3.2 Course offering s

3.2.1 Declarations

Schools are required to certify the conditions under which courses are being offered by completing
the declaration formsavailableon the Authority websiteon the Applications and Order Forms page
(www.scsa.wa.edu.au/forms)

b20iSY GKS F2tt2¢gAy3 F2N¥a INB I GFAfFofS . F2NJ A YA

1 WACE coursdeclaration form
i VET declaration form

Before the Authority can accept VET achievement data from a schod¥itteipal must confirm
that the relevantRTChas provided evidence of achievemeand the data has len accurately
uploadedinto SIRS.

Schooloffering an endorsed program to their studerage required to completemApplication for
Endorsenentof a SchoeDeveloped gramform availableon the Authority websiten the
Endorsed Programs page (https://sensgcondary.scsa.wa.edu.au/syllabaisd-support
materials/endorseepbrograms)

3.2.2 Course codes 2025

Codes for each coursee availablen the Authority websiten the Course Codes page
(https://senior-secondary.scsa.wa.edu.au/syllabaisd-supportmaterials/coursecodes)or in the
WACHBManual2025

Codes for the following courses can be found in this sedfdhe Data Procedures ManuaD25
9 Course codes for ATAR, General and Foundation

1 InterstateLanguageNSW/SA/VIC)

1 Course codes for VET industry specific courses

1 Preliminary

3.2.2.1 Structure of the course codes

Generally, course codes have five charagteosvever, wiere a course has a defined context, the
course/context code has six characters. The structure otthesecodes is outlined in the tabde
belowfor ATARGenera)l Foundation VETindustry specifiand Preliminarycourses.
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Section 3: Offerings

Table 1:Section 3 Structure of thecourse cods for ATARGeneral Foundationand VETindustry

specificcourses

First character

‘ Second character | Third to fifth characters

Sixth character

A ATARourse Unit 1 Year 11 Examples Examples
G Generalourse Unit 2 Year 11 ENG English M  Metal
F  Foundationcourse Year 11 pair of units| VBF  Businessand T Textiles
V  VETindustry specific (Units 1 and 2) Financial Services | W  Wood
course Year 12 pair of units (VETindustry B* Certificate Il in
(Units 3 and 4) specifig Business

*Indicates a VET industry specific qualification.
Table 2:Section 3¢ Sructure of the course code$or Preliminary courses

Third to fifth characters Sixth character

Second character

First character

P  Preliminary course |1 Unitl Examples Examples
2 Unit2 ENG English M Metal
3 Unit3 MDT Materials Design | T Textiles
4  Unit4 and Technology W Wood

3.2.2.2 Examples of courses and their codes

General course, UnitYear 11, Materials Design and Technology, Texti@sMDTT
General course, Year 12, Materials Design and Technology, TexalédDTT
ATAR course, Year 11, Materials Design and Technology, TeAH&84DTT
VETindustry specificYear 11 Catificate 11l inScreen andMediag VEVCID
Preliminary course, Unit 1, EnglisSP1LENG

9 Preliminary course, Unit 4, Materials Design and Technology, \WBddDTW.

=A =4 =4 4 A

3.2.2.3 Course codes for ATAR, General and Foundation

Table 3:Section 3¢ Course unit codes fo2025

ATARA)

ATAR (A) :
examinable

course code

General (G)
course code

Foundation (f
course code

Subject title

Aboriginal and AEAIS GEAIS
Intercultural AIS (ALAIS, A2AIS) ATAIS (G1AIS, G2AIS)
Studies ' GTAIS
fboriginal f GEABL
V\";‘”g“ages ° ABL (G1ABL, G2ABL
estern GTABL
Australia
Accounting and AEACF GEACF
: ACF ATACF | (G1ACF, G2ACF
Finance (A1ACF, A2ACF GTACE
. AEAGB
Agribusiness AGB (A1AGB, A2AGB ATAGB
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Section 3: Offerings

o ATAR (A) ATARA) General (G) Foundation (ff
Subject title inabl
course code | €xaminablé | coyrse code course code
Agricultural
. AEAST
Science and AST ATAST
Technology (ALAST, A2AST)
GEHIA
Ancient History HIA (All-ﬁiH,lbngA) ATHIA (G1HIA, G2HIA)
' GTHIA
Animal GEAPS
Production APS (G1APS, G2&p
Systems GTAPS
Applied AEAIT GEAIT FEAIT
Information AIT (ALAIT, A2AIT) ATAIT (G1AIT, G2AIT)| (F1AIT, F2AIT)
Technology ' GTAIT FTAIT
Automotive GEAET
Engineering and AET (G1AET, G2AET
Technology GTAET
GEAVN
. AEAVN
Aviatiort AVN ATAVN (G1AVN, G2AVN
(A1AVN, A2AVN GTAVN
. AEBLY
Biology BLY (ALBLY, A2BLY ATBLY GTBLY
- GEBCN
g‘;‘:}‘i‘;g;ﬁi BCN (G1BCN, G2BCN
GTBCN
Business AEBME GEBME
anagement ,
M BME (A1BME, A2BME ATBME G1BME, G2BME
and Enterprise ’ GTBME
Career and FECAE
Enterorise CAE ATCAE GTCAE (F1CAE, F2CAE
P FTCAE
Careers and EM GEEM
mployabilit
Employabili GlEM G2E&
GECHE
. AECHE
Chemistry CHE ATCHE | (G1CHE, G2CHE
(A1CHE, A2CHE GTOHE
Children, Family GECFC
and the CFC ATCFC (G1CFC, G2CF(
Community GTCFC
Chinese: First
Language
) AECFL
Comeseta, T acrazery AT
12 only)
. GECSL
Chinese: Seconc AECSL .
Language* csL (A1CSL, A2CSL ATCSL (Gl%?_IESLZCSL
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Section 3: Offerings

. . ATAR (A) ATARA) General (G) Foundation (fy
course code course code course code
GECSC
Computer AECSC
: CsC ATCSC (G1CSC, G2Cs(
Science (A1CSC, A2CSC GTOSC
GEDAN
AEDAN
Dance* DAN ATDAN* | (G1DAN, G2DAN
(A1DAN, A2DAN GTDAN
GEDESD
GEDESG
GEDESP
GEDEST
(G1DESD,
G1DESG,
G1DESP,
. AEDES G1DEST
* * 1
Design DES (A1DES, A2DES  /TPES G2DESD,
G2DESG,
G2DESP,
G2DEST)
GTDESD
GTDESG
GTDESP
GTDEST
GEDRA
AEDRA
Drama* DRA ATDRA* | (G1DRA, G2DRA
(A1DRA, A2DRA GTDRA
Earth and
) AEEES
Enylronmental EES (AIEES, A2EES ATEES GTEES
Science
. AEECO
Economics ECO (A1ECO, A2ECO ATECO GTECO
. . GEEST
Engineering AEEST
. EST ATEST (G1EST, G2EST
Studies (A1EST, A2EST GTEST
AEENG GEENG FEENG
English ENG (AIENG, A2ENG ATENG | (G1ENG, G2ENC (F1ENG, F2ENG
' GTENG FTENG
igg:ltls:n;s " AEELD GEELD FEELD
Language or ELD (A1ELD, A2ELD ATELD (G1ELD, G2ELD (F1ELD, F2ELD
Anguag ' GTELD FTELD
Dialect
. GEFST
Food Science an AEFST
FST ATFST (G1FST, G2FST
Technology (A1FST, A2FST GTEST
French:
AEFBL .
Background FBL (A1FBL, A2FBL) ATFBL
Language*
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Section 3: Offerings

. . ATAR (A) ATARA) General (G) Foundation (fy
course code course code course code
course code
GEFSL
French: Second AEFSL
FSL ATFSL* (G1FSL, G2FSL
*
Language (A1FSL, A2FSL GTESL
GEGEO
Geography GEO (AlGAI\EEgi(;GEO ATGEO | (G1GEO, G2GEC(
’ GTGEO
German:
AEGBL .
Backgrourld GBL (A1GBL, A2GBL ATGBL
Language
GEGSL
German: Second AEGSL
GSL ATGSL* (G1GSL, G2GSL
* ]
Language (A1GSL, A2GSL GTGSL
GEHEA
Health Studies HEA (A1HAI\EI%AHEA';HEA ATHEA (G1HEA, G2HEA
! GTHEA
Health, Physical FEHPO
and Outdoor HPO (F1IHPO, F2HPQ
Education FTHPO
Hindi:
AEHBL "
Backgrourld HBL (AHBL, A2HBL ATHBL
Language
Hindi: Second AEHDI .
Language* HDI (A1HDI, A2HDI) ATHDI
GEHBY
Human Biology HBY (AlkaEYHi;HBY ATHBY (G1HBY, G2HBY
’ GTHBY
Humanities and
. ; . GEHAS
Social Sciences i HAS d
Actiorh (G1HAS, G2HAS
Indonesian:
AEINB .
Backgrourld INB (A1INB, A2INB) ATINB
Language
Indonesian: AEIND GEIND
Second IND (ALIND, A2IND) ATIND* (G1IND, G2IND)
Language* ' GTIND
Integrated ISC ATISC
Science
Italian:
AEITB .
Background ITB (ALITB, A2ITB) ATITB
Language*
. GEISL
Italian: Second AEISL .
Language* ISL (A1ISL, A2ISL) ATISL (GlgTLI'S?_ZISL)
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Section 3: Offerings

o ATAR (A) ATARA) General (G) Foundation (ff
Subject title inabl
course code | €xaminablé | coyrse code course code
course code
GEJSL
Japanese: Secor AEJSL
JSL ATJSL* (G1JSL, G2JsL
*
Language (A1JSL, A2JSL GTISL
Korean:
AEKOB .
Background KOB (ALKOBA2KOB) ATKOB
Language*
Korean: Second AEKOR .
Language* KOR (A1KOR, A2KOR ATKOR
. AELIT
Literature LIT (ALLIT, A2LIT) ATLIT GTLIT
GEMMS
Marine and AEMMS (G1IMMS,
Maritime Studies ~ "M° | (AIMMS, A2mms A TMMS G2MMS)
GTMMS
GEMDTM
GEMDTT
pra
AEMDTW (GIMDTM,

. . (AIMDTM, ATMDTM* GIMDTT,
Materials Design . G1IMDTW,
and Technology* MDT AIMDTT, ATMDT T G2MDTM

A1IMDTW, ATMDTW* '
A2MDTM G2MDTT,
A2MDTT. G2MDTW)
A2MDTW,) GTMDTM
GTMDTT
GTMDTW
FEMAT
Mathematics MAT (FIMAT, F2MAT
FTMAT
. AEMAA
Xaﬂﬂigiﬂf MAA (ALMAA, ATMAA
PP A2MAA)
. GEMAE
'\E":;Zﬁ?a"’l‘t'cs MAE (G1IMAE, G2MAE
GTMAE
. AEMAM
m:ﬂﬁ;n:t'cs MAM (AIMAM, ATMAM
A2MAM)
Mathematics AEMAS
Specialist MAS (AIMAS, A2MAS ATMAS
. GEMPA
Media
. AEMPA . (G1IMPA,
Z;‘;clj“;ts'f” and MPA ' (A1MPA, A2mpa]  ATMPA G2MPA)
y GTMPA
AEHIM GEHIM
Modern History HIM (ALHIM, A2HIM) ATHIM (G1HIM, G2HIM)
' GTHIM
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Section 3: Offerings

o ATAR (A) ATARA) General (G) | Foundation (ff
course code i course code course code
course code
AEMUS GEMUS
Music* MUS (AIMUS, ATMUS* (GIMUS,
AZMUS) G2MUS)
GTMUS
GEOED
Outdoor AEOED
: OED ATOED | (G1OED, G20EL
Education (A1OEDA20OED) GTOED
Philosophy and AEPAE
Ethics PAE (A1PAE, A2PAE ATPAE GTPAE
Physical AEPES GEPES
Education PES (ALPES, A2PES ATPES (G1PES, G2PES
Studies ' GTPES
. AEPHY
Physics PHY (ALPHY, A2PHY ATPHY GTPHY
. GEPPS
g'irt‘;':nrgd“a'o” PPS (G1PPS, G2PPS
y GTPPS
- AEPAL
Politics and Law PAL (A1PAL, A2PAL ATPAL GTPAL
GEPSY
Psychology PSY (Allf‘slifiYZPSY ATPSY (G1PSY, G2PSY
' GTPSY
Punjabi:
AEPBL .
Backgrourld PBL (A1PBL, A2PBL ATPBL
Language
Punjabi: Second AEPSL N
Language PSL (A1PSL, A2PSL ATPSL
AEREL GEREL FEREL
Religion and Life REL (A1REL, A2REL ATREL (G1REL, G2REL (F1REL, F2REL
’ GTREL FTREL
Science in GESIP
Practice SIP (G1sIP, G2SIP
GTSIP
Tamil:
AETBL .
Backgrourld TBL (A1TBL, A2TBL) ATTBL
Language
Tamil: Second AETML .
Language* ™L (ALTML, A2TML) ATTML
GEVAR
Visual Arts* VAR ( Alvﬁvﬁv AR ATVAR* | (G1VAR, G2VAR
' GTVAR

*Indicatesthat acourse haboth awritten and practical examination.
UThe newCareers and Employabili§eneralcourseandthe Humanities and Social Sciences in
ActionGeneralkoursewill be implemented for Year lih 2025 andin 2026 for Year 12
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3.2.2.4

Table 4:Section 3¢ Course unit codefor 2025

Course codes for Interstate Languages (NSW/SA/VIC)

Section 3: Offerings

Interstate language ATAR (A) e?aTrﬁiFr:a(Sza
COUISE code course code

Armenian NSW | ARM (A1 A';Ii/IAI?A'\; ARM) ATARM
Chvese BadoronSianuese | now | ce oSSR aTom
Croatian NSW CRO (A1 CAREOC, rig CRO) ATCRO
Filipino NSW FIL (All':AIE!:X_ZFIL) ATFIL
e BeOMALTOOE | ow | se ML e
Serbian NSW SER (AléAIERS,iF;SER) ATSER
Swedish NSW SWE ( Als'?/\I/EES, VXI;SWE) ATSWE
Hungarian SA HUN (Aall‘JEI\TLAZIHUN) ATHUN
Modern Greek SA GRE (Al(?FIREISiEGRE) ATGRE
Khmer SA KHM (AlKﬁliﬂlfil\;KHM) ATKHM
Nepali SA NEP (AlNAEEPI\,l EAF;NEP) ATNEP
Polish SA POL (AlF"A(ELF,)(z\;POL) ATPOL
Spanish SA SPA (AlsAPI?AS,F,;AZ\SPA) ATSPA
Arabic VIC ARA (Al A';iéig ARA) ATARA
Auslan VIC AUS (AlApl‘JESA,l,JASZAUS) ATAUS
Bengali VIC BEN (AlBAI\EEI\IB,i';BEN) ATBEN
Bosnian VIC BOS (AlBAel)ESB,(ZSZBOS) ATBOS
Chin Hakha vic | cHa AlcﬁE/gzIéH A ATCHA
Dutch VIC DUT (AlD'ACJIE'I'I?l,i-IZ-DUT) ATDUT
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Section 3: Offerings

ATAR (A)
Interstate language AUAR (Y examinable
course code course code
AEHEB
Hebrew VIC HEB (AIHEB, A2HEB) ATHEB
AEKAR
Karen VIC KAR (ALKAR, A2KAR) ATKAR
. AEMAC
Macedonian VIC MAC (AIMAC, AZMAC) ATMAC
. AEPER
Persian VIC PER (A1PER, A2PER) ATPER
AEPOR
Portuguese VIC POR (A1POR, A2POR) ATPOR
. AERUS
Russian VIC RUS (AIRUS, A2RUS) ATRUS
. ABEIN
Sinhala VIC SIN (A1SIN, A2SIN) ATSIN
. AETUR
Turkish VIC TUR (A1TUR, A2TUR) ATTUR
Viethamese VIC VIE AEVIE ATVIE

(ALVIE, A2VIE)

*Indicatesthat acourseonly hasa written examination

3.2.2.5 Course codes for VET industry specific courses

Table 5:Section 3¢ Course unit codefor 2025(new and continuingenrolments)

Note: qualifications are current at the time of publishing. Subsequent versions of qualifications are
available upon requesirhe most current course codes can be accessed on the Authority website
the VET Industry Specific page (https://sers@condary.scsa.wa.edu.au/syllakaisd-support
materials/vetindustry-specific)

Qualification title Mandated

elec

Course code and title| Qual code| and course unit
code/s

Certificate | in
Automotive
AUR10120 Vocational 8 5 3 N 55
Preparation
(VEVAU)

Certificate Il in
Automotive Automotive
AUR20720 Vocational 12 7 5 N 110
Preparation
(VEVAUP, VTVAUF

VAU

Certificate Il in
AUR20520 Automotive 20 13 7 N 110
Servicing
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Course code and title

Qual code

Qualification title
and course unit
code/s

Section 3: Offerings

Mandated
elec

Technology
(VEVAUW ¢ £ ! |

AUR20920

Certificate Il in
Automotive Body
Repair Technology
(VEVAUB, VTVAUE

13

N 110

BSB10120

Certificate | in
Workplace Skills
(VEVBF)

BSB20120

Certificate 11 in
Workplace Skills
(VEVBFB, VTVBFB

10

N 110

Business and
Financial Service

VBF

BSB30120

Certificate Il in
Business (VEVBFS
VTVBFS)

13

N 110

FNS10120

Certificate | in Basic
Financial Literacy
(VEVBFF)

FNS20120

Certificate Il in
Financial Services
(VEVBFN/TVBFN)

N 110

CHC2201¢

Certificate Il in
Community Service
(VEVCSS, VTVCS<

N 110

Community

CHC30121

Certificate Il in Earl
Childhood

Education and Care
(VEVCSC, VTVCS(

17

15

N 110

VCS

Services and
Health

CHC30221

Certificate Il in
School Based
Education Support
(VEVCSE, VTVCSE

15

10

N 110

HLT23221

Certificate Il in
Health Support
Services

(VEVCSH, VTVCSt

12

N 110

CPC10120

Certificate | in
Constructiont
(VEVCO)

11

N 110

Construction
Industries

VCO

52893WA

Certificate Il in
Building and
Construction
(Pathwayg, Trades)

(VEVCO, VTVG6)

14

N 220
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Course code and title

Qual code

Qualification title
and course unit
code/s

Mandated
elec

52887WA

Certificate Il in
Plumbing (VEVCOF
VTVCOP)

18

16

N 220

52825WA

Certificate 11 in
Building and
Construction
(Pathwayg Para
Professional)
(VEVCON, VTVCOI

12

12

N 110

52922WA

Certificate Il in
Building and
Construction
Technical Support

14

N 110

RI110115

Certificate | in
Resources and
Infrastructure
Operations
(VEVCOR)

R1120720

Certificate Il irCivil
Construction
(VEVCOR, VTVCal

16

10

N 110

UEE20720

Certificate Il in Data
and Voice
Communications
(VEVCOD, VTVCOI

11

N 110

UEE22020

Certificate Il in
Electrotechnology,
Career Start
60+x9+/ h9ozX

11

N 220

Creative
Industries

VCI

CUA20620

Certificate Il in
Music (VEVCI,
VTVCI)

N 110

CUA30920

Certificate Il in
Music (VEVCIT,
VTVCIT)

11

N 110

CUA10220

Certificate | in
Aboriginal or Torres
Strait Islander
Cultural Arts
(VEVCIC)

CUA20720

Certificate Il in
Visual Arts (VEVCI\
VTVCIV)

N 110

CUA31120

Certificate Il in
Visual Arts (VEVCI/

VTVCIA)

12

N 110
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Qualification title Mandated

elec

Course code and title| Qual code| and course unit
code/s

Certificate Il in
CUA20220 Creative Industries 10 3 7 N 110
(VEVCIN, VTVCH)

Certificate Il in
CUA31020 Screen and Media 11 3 8 N 110
(VEVCID, VTVCID)

Certificate | in
MEM10119 Engineering 6 1 p N 55

(VEVENY

Certificate Il in
Engineering
Pathways (VEVEN\
VTVENV)

VEN

Engineering | MEM20422 12 4 8 N 110

Certificate Il in
MEM20105| Engineering (VEVE| 16 5 im N 220
VTVENY

Certificate | in
sl Hospitality (VEVHT, € s s i =

Certificate Il in
SIT20322 | Hospitality (VEVHT| 12 6 6 N 110
VTVHTF)

o Certificate Il in
Hospitality and | 51120421 CookeryVEVHTK, | 13 7 6 N 110
Tourism VTVHTK)

VHT

Certificate | Tourism
(Australian
Indigenous Culture)
(VEVHTO)

SIT10122

Certificate Il in
SIT20122 | Tourism (VEVHTU, 11 5 6 N 110
VTVHTU)

Certificate Il in
ICT20120 Applied Dlgltal
Technologies

Information and (VEVITG, VTVITG)
Communications . .
Technology Certificate Il in

Information
ICT30120 Technology (VEVIT 12 6 6 N 110

VTVITS)

12 6 6 N 110

VIT

Certificate | in
al SR Agriculture (VEVPIF e 2 4 N =

Primary — _
Industries Certificate Il in

AHC20122 Agriculture(VEVPIA 16 4 12 N 110
VTVPIA)

VP

Data Procedures Manual 2025 | Section 3: Page 13



Section 3: Offerings

Qualification title Mandated

elec

Course code and title| Qual code| and course unit
code/s

Certificate Il in Rura
AHC21216 Operations (VEVPI4 15 3 12 N 110
VTVPIA)

Certificate | in Sport
SIS10122| and Recreation 7 4 3 N 55
(VEVSR)

Certificate Il in Spor
S1S20122| and Recreation 10 6 4 N 110
0x9+{w{zx

Sport and
Recreation

VSR

Certificate Il in Spor
S1S20321| Coaching (VEVSRS 7 3 4 N 110
VTVSRBE)

*VET industry specific course qualifications that require marekplace learningWPL than other
qualifications at the same level, as requested by the Industry Training Council (ITC).
wQualifications that have significant overlap of units of competency and have been given the same
course unit code to avoid dual credit for the same content.
4 efer to the latest VET qualifications register for secondary students for details on relevant delivery
options.
8Quialifications in transition period.
bdzYo SNJ 2F ! 2/ NI dzA NEIR schdduieas RualificatiSrNdacRagihg3ueR A y 3 2 y
stipulate unit/weighting point requirements

3.2.2.6  Course codes for preliminary course offerings for 2025

Table 6:Section 3 Preliminary course offeringand course codefor 2025

Preliminary courses Subjectcode Unit codes (P)

Business Management and Enterprise BME P1BME, P2BME, P3BME, PABME
English ENG P1ENG, P2ENG, P3ENG, P4ENG
Food Science and Technology FST P1FST, P2FST, P3FST, PAFST
Health and Physical Education HPE P1HPE, P2HPE, P3HPE, P4HPE

P1MDTM, P2MDTM, P3MDTRYMDTM,
Materials Design and Technology MDT P1IMDTT, P2MDTT, P3MDTT, PAMDTT,
P1MDTW, P2MDTW, P3MDTW, PAMDTW

Mathematics MAT P1MAT, P2MAT, P3MAT, PAMAT
Religion and Life REL P1REL, P2REL, P3REL, PAREL
Visual Arts VAR P1VAR, P2VAR, P3VAR, P4VAR

3.2.2.7 Recording course offerings data

Data can bentered into school database systems, includimgt not restricted tq Civica MAZE,
Administration of Schools (AoReporting to Parents (for most public schools), SEQTA and
Synergetic. To find out how to record data in these systems, contact the software supplier or refer to
Database progran®r linksto user manuals
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If your school records data usiBgcel the data must be fomatted correctly. Failure to format data
correctlywill prevent the data from being uploaded into SIRSer to the instructions below on
how to set up arExceldatabase for course offerings.

3.2.3  Setting up an Exceldatabase for course offerings (OFCOS)

Schools that us&xcehs their database to entadFCOSourse offerings are required to layit data
in a specific format to ensure it can be uploaded into SIRS

A | B | € | D | E | FE | G H | | | J |
Est Teacher
Record Provider Ac Course Qualification Mumber of  Family
1] Type Code | Year | Year Course Type | Unit Code Code Students | Name
2 |OFCOSs 1234 11 2018 REL cos AEREL 17 Brown
3 |OFCOSs 1234 12 2018 REL cos GTREL 20 Cole
4 |OFCOS 1234 11 2018 PHY cos AEPHY 5Jones
5 |OFCOS 1234 11 2018 VAR cos AEWAR 2 Goodwood
6 |OFCOS 1234 11 2018 ENG cos F1ENG 3 Hill
7 |OFCOS 1234 11 2018 ENG cos F2ENG 3 Hill
8 |OFCOS 1234 12 2018 ENG CcCos ATENG 20 Hill
9 |OFCOS 1234 12 2018 ENG cos GTENG 20 Hill
10 |OFCOS 1234 11 2018 MAT cos AEMAT 10 Palmer
11 |OFCOS 1234 12 2018 MAT cos ATMAT 6 Palmer
12 |OFCOS 1234 12 2018 MAE CcCos ATMAE 16 Palmer
13 |OFCOS 1234 12 2018 MAE cos GTMAE 20 Palmer

Thescreenshotabove shows a section of the required format for the course offeritzagabasen
Excel For example, th®ecordTypeis required intlblumn A the ProviderCodeis required in
Golumn Betc. One row of information is required for each studervithin the academic year group.

The layout requirements for all columns in the course offerigsedatabase are specified in
Table7. Screenshots of all required columare included following théable.

Notes:

1 Once the table has been formatted and data entered into the Excel document, the header row
must be removegdand the document saved as@S\or an .SCSVile before it can be uploaded
into SIRSrailure to save in this format will prevent the data from being uploaded into SIRS.

9 The file will not upload successfully if a mandatory field is left blank.

Table 7:Section 3¢ Excelffile format for course offerings (OFCOS)

Column | Column .
Field rame Comment
number | reference
OFCOS
! A Record type Maximum field length=5
Provider codda provider is a
school or organisation Mandatory
2 B authorised to offer the Maximum field length= 10
Western Australian Certificate Provider code of course provider
of EducatiofWACH
Mandatory
3 C Academic year Maximum field length=2
Must be eitherl0,11 or 12
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Column| Column .
Field rame Comment
number | reference
Mandatory
4 D Calendar year Maximum field length=4
Inyyyyformat
Mandatory
5 E Course code Maximum field length= 12
Unique code of the course.g. MPA or VBS
Mandatory
Maximum field length=6
6 F Course type Either VETCQO®8 COS
VETCOS identifies an offering in a Vidustry
specificcourse
Mandatory
7 G Unit code Maximum field length=12
Unique code for the coursenit
Mandatory ¢ where the course type is VETCOS
Maximum field length= 12
8 H Qualification code Leave blak where the course type is COS
Unique code for the qualification in the VET
industry specificourse
Estimated number of students
for the course Mandatory
9 I unit/qualification for the Maximum field length=9
entire schoolregardless of Must be a whole number
teacher/class
. Mandatory
10 J Contact/teacher familypname* Maximum field lengthe 30
. Mandatory
11 K Contact/teacher given nanie Maximum field length 30
Mandatory
12 L Contact/teacher registration | Maximum field length=15
number Issued by TRBWA
Must be a wholenumber
: . Optional
13 M Estimated number of students Maximunm field length= 9
for the teacher
Must be a whole number
. . Mandatory
14 N IS this the main Maximum field length=1
teacher/contact Y or N

*TS I O Kriarshould be exactly as registered with the TRBWA.
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Courseofferings OFCOB

See below for a complete brkdown of the fields within th©FCO8atabase

A B | ¢ | D | E | F | G | H | | | J | K | L | M | N
Est No of
Est Teacher | Teacher | Teacher | students
Record Provider Ac Course Qualification Number of Family Given TRBWA for Main
1| Type Code | Year  “ear Course Type | Unit Code Code Students = Mame Name Mo Teacher | contact?
2 |DFCOS 1234 11 2018 REL Ccos AEREL 17 Brown Jane 33082606 Y
3 |OFCOS 1234 12 2018 REL Cos GTREL 20 Cole Allan 32013031 Y
4 |OFCOS 1234 11 2018 PHY Cos AEPHY 5 Jones Greg 32002785 Y
5 |OFCOS 1234 11 2018 VAR COSs AEVAR 2 Goodwood Julia 33065691 hd
6 |OFCOS 1234 11 2018 ENG Cos F1ENG 3 Hill Janice 33067549 Y
7 |OFCOS 1234 11 2018 ENG Cos F2ENG 3/ Hill Janice 33067549 Y
8 |OFCOS 1234 12 2018 ENG CoSs ATENG 20 Hill Janice 33067549 Y
9 |OFCOS 1234 12 2018 ENG Cos GTENG 20 Hill Janice 33067549 Y
10 (OFCOS 1234 11 2018 MAT Cos AEMAT 10 Palmer  Eric 32033063 Y
11 |OFCOS 1234 12 2018 MAT Cos ATMAT 6 Palmer  Eric 32033063 Y
12 |OFCOS 1234 12 2018 MAE Cos ATMAE 16 Palmer  Eric 32033063 Y
13 |OFCOS 1234 12 2018 MAE Cos GTMAE 20 Palmer  Eric 32033063 Y
Nextstep:

3.4 Saving data for upload into SIRS

3.3 Vocational education and t raining (VET)
gualification estimate s (ESQUAL)

3.3.1 Overview

Each school ieequired toreport VETqualifications that students are undertaking (this includes
students who go offsite to access their training at external providers) as walidsntdetails
against each qualification.

Details of the units of competence within each qualification are not required to be reported. Schools
are also not required to update the ESQUAL file after the deadline unless there is a significant
change in VET offerings.

Note: omit entries for students enrolled in qualifications awaiting nominal hours.

Specifically, schools arequired to report
1 VETqualifications that students are undertaking (this includes students who go offsite to access
training at external providers)
1 studentdetails for each VET qualification
1 the delivery arrangement under which each \iBlification will be deliveredelivery
arrangements may include:
A Auspicéthird-party arrangementc where a school purchasesiglity assurance aspects
from an RTQand deliverdrainingand assessestudents
A Feefor-service (outsourcedy where a school purchasésiningdelivery and assessment
from an RTO
A Profile ¢ where schools access profile hours throughFE
A RTO shool¢ where a school becomes an RTO to deliver and assess trainirig avillefined
scope of delivery
A Schooitbased traineeship/apprenticeshig paid employmentasedtraining programs for
full-time school studentaged15and over. Under these arrangementise student is bth a
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full-time student and gart-time employee. To be a schebhsed traineéapprentice,a
student must enter into a training contract with an employer to comglah
apprenticeship/traineeship

A Combination of delivery arrangementsthe RTO quality assures (auspices) some of the
delivery and assessment of training conducted by the school. The RTO may also be engaged
by the school to deliver and assess some training and provide studentsresal
combination arrangement

A Scholarship or external stakeholder funding sour¢én some caseshe school or student
may have been able to access spettiatling through a scholarshipdustry partnership or
grantto cover the costs of training

A Category 2 VET VET outside of a school arrangementefers to VET that has not been
arranged or managed by a school and through which a student has achieved qualifications
and/or units of competency external to the school progtam

3.3.2 Recording VET qualifications estimate s data (ESQUAL)

Data can bentered into schootlatabase systems, includifgut not restricted tq Civica MAZE,
Administration of Schools (AoReporting to Parents (for mopublic schools SEQTANd
Synergetic. To find out how to record data in these systems, contact the software supplder to
Database programfer linksto user manuals

If your school records data using Extled data must beenteredin the correctformat. Failure to
enter data correctlwill prevent the data from being uploaded into SIRS. Refer to the instructions
below on how to set up an Exaddtabase for VET qualifications estimates.

Note: yploading an ESQUAL fitdo SIRS causes the previous file to be completely erased. To
correctly update the information in your ESQUAL file, all students should be included in each upload.

3.3.3  Setting up an Exceldatabase for VET qualifications estimates
(ESQUAL)

Schools that us&xcehs their database to enter ESQUAL course offerings are requireddatlay
data in a specific format to ensure it can be uploaded into.SIRS

A B C D E F G H J K
Delivery
WA Student =~ Student arrange-
Record  Provider Qualification Student Family Given  Calendar Academic  ment  Enrolment
Type Code Code RTO provider code Number MName Name Year Year identfier  activity
2 |ESQUAL 1234 BSB20115 1988 23343678 Student Jane 2018 12 1E
3 |ESQUAL 1234 CHC22015 52499 23456789 Smith Sally 2018 12 1E

Thescreershotabove shows a section of the required format for the VET qualifications estimates
database in ExcefFor example, th&ecord Vpeis required inColumn A the Provider Codeis

required inColumn B(a provider is a school or organisation authorised to offerWwCIetc. One
row of information is required for each student within the academic year group.

Thefile formatfor all columns in the VET qualifications estimd&eseldatabase are specified in
Table8. Screeshots of all required columrere includedollowingthe table.

Section 3: Page 18 | Data Procedures Manual 2025



Section 3: Offerings

Table 8:Section 3 Excefile format for VET qualificatiosestimates (ESQUAL)

Column| Column .
Fieldname Comment

number | reference

ESQUAL
! A Record type Maximum field length = 6
Provider code (a provider is a| Mandatory
2 B school or organisation Maximum field length = 10
authorised to offer the WVACE) | Provider at which the student Enrolled
Mandatory
e Maximum field length = 12
3 C Qualification code Unique code for the qualification the provider is
offering
Mandatory
4 D Registered training Maximum field length = 10
organisation provider code The unigue code dhe RTOoffering the
gualification on behalf of the COS provider
. Mandatory
5 E megézrp(c\;j:tsrzl)'an student Maximum field length = 15
Must be a validVASNssued bythe Authority
Mandatory
6 F Student family name Maximum field length = 40
Recommend using title case, not all capitals
Mandatory (gtional if student only has a family
. name)
! G Student given name Maximum field length = 40
Recommend using title case, not all capitals
Mandatory
8 H Calendar year Maximum field length = 4
Inyyyy format
Mandatory
9 I Academic year Maximum field length = 2
Must be in the range: Q712
Mandatory
Maximum field length = 2
1 = Auspice
2 = VET in schools profile
3 = Schoebasedtraineeship/apprenticeship
4 = (NO LONGER IN USE)
10 ] Delivery arrangement 5 = Fedor service
identifier 6 = School as the RTO
7 = Combination of delivery arrangements
8 = Scholarship or external stakeholder funding
source. For example, industry grants or
scholarships
9 = Category 2 VEIVET outside of school
arrangement
Mandatory
11 K Enrolment activity Mﬁxmum field length =1
E = enrolled
W = withdrawn
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VET qualification estimate ESQUAL

See below foan example o& complete breakdown of the fields within tliESQUAHatabase.

A B C D E F G H J K
Delivery
VWA Student  Student arrange-
Record  Provider Qualification Student Family Given  Calendar Academic  ment  Enrolment
1 Type Code Code RTO provider code Number Name MName Year Year identfier activity
2 |ESQUAL 1234 B5SB20115 1988 23345678 Student Jane 2018 12 1E
3 |ESQUAL 1234 CHC22015 52499 23456789 Smith Sally 2018 12 1E

Notes to table

Formatting cels for date of birth

Exceimay convert a date of birth entered as  [rmmtcas 7 x
dd/mml/yyyy format to mm/dd/yyyy. This will Number | Agnment  Font  Border  Fil  Protection
prevent validation of the file. gg;i;,’:’ sample
Before entering the date of birth: émk s .
1. Clickonthe top of the required column to | | 7

highlight the whole column. o e .
2. Rightclick the mouse e Locae focton
3. Choose Format cells e :
4. Click on theNumbertab.
5. UnderCategory clickon Date. e ot st ot e et s o st vtocs. e formts that gt it
6. UnderType select the third entry from the | S i Fomats wiirout an sseih se not affected by operating sytem setngs.

top (14/03/2012¢ without an *). S—
7. Clickon the OKbutton. = ==
Leadingzero ina number
To preventExcelutomatically removing a number  [Fomcas T X
that leads with a zergsuch as a mobile number, yo | mmwe siment ot sorger At protection
will need to format the cell. et sai
To dothis: i |t i s be ot
1. Clickon the top of the required column to E“t:g

highlight the whole column. ]
2. Rightclick the mouse
3. Choose Format cells
4. Click orthe Numbertab.
5. UnderCategory clickon Text
6. Click on theOKbutton.

cance
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3.4 Saving data for upload into SIRS

Once alfequired information has been entered into a database, the datstbe saved or exported
asa.CS\or an .SCSVile before it canbe uploaded into SIREailure to save in this format will
prevent the data from being uploaded into SIRS.

3.4.1  File naming
The file name convention is:

XXXXXSSSSTTYYY.cs
where XXXXX =record type e.g.OFCOS
SSS¢ =the provider/school codge.g. 471
TT =81, S2, Y1 for semester or y@mg data
YYY =Y11, Y12 for Year 11 or Year 12 data
or YUP for combined Year 11 and Year 12 data

Example
Thefile name ofcourseofferings from provider/school 4171 for Year 12 would be
OFCO0S4171Y12.CSV

3.4.2 Further changes

If any further clanges reed to be maddo the spreadsheetmakesure you edit your aginalExcel
documentand not the.CS\br the .SCSVile, as opelingthefile again will resultin the loss of any
text formatting.

3.5 Upload ing data into SIRS

Important

¢ Offerings must be uploaded prior to uploading enrolments.

s Offerings cannot be deleted/removed by omitting them from this file. You must
re-upload your OFCOS file with zero in B&timated Number of Studentsolumn.
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To upload course offerings:

1. Inthe blue horizontal navigation barpwer overthe Uploadstab Repoits
(see screenshotbtthe righ.

2. Click onJpload Offerings TheUpload Offeringdields appeamith
Course(OFCOS) the Offering Typefield (see screenshot below).

3. To locate the required file on your computer, click on Brewsebutton (see screenshot
below).

Upload Providers...

Upload Offerings

Upload: Upload Offerings
"Load Offerings |

Load Offerings

Offering Type: |Course (OFCOS)

Year: ©2017 O2018 ®2019

File: I Browse ‘
Notify Email Address: |Lynr1.Ga|bra\Ih@scsa.wa.edu.au x

4. On a Window®perating systemthe Choose Fileéo Uploadscreenwill appear Navigate to the
folder where the required file is storesthd click on i{see screeshot below).

5. Clickon the Openbutton. The drive, folders path and file name will appear inFilefield (see
screershotbelow).

File name: ‘OFCOSHME‘(WUP.:W V| All Files (*) ™
Cancel
Note: for mostRTP/SIgovernment schools
1 the export path will beKA keys integris\ outbox
1 depending on thecademic year of students enrolled in courses, the files available for uptpad
course offeringsvill be OFCOSss¥4YUP.CSWhere sss$s the school code.

Note:the email address of the person uploading the file will automatically appear. SIRS will send an
email message to this person to report the status of the upload.

6. ClickUpload File for Processingr you can clickn the Closebutton to exit without continuing
with the upload.

Note: you cancheck theprogress ofyour uploadin either your emailinbox orin Private Messages

available from thehomepage ofthe SIRSvebsite

3.5.1 Email messages

Email messages are generated by SIRS and sent to the person uploading the file. These emails may
hawe any of the followingnessages.

Successfully verified
The system will place the file in the queue for processing and you will receive another email
regarding processing.

Successfully processed
The system has processed the file and there were no problems found.

Section 3: Page 22 | Data Procedures Manual 2025



Section 3: Offerings

Processed with warnings

This file has been processed, but the system has ignored certain records. Octgsi@alarnings

can be ignored, butome wanings must be dealtwithd 0 dZRSy 4 aQ NBIAAGNI GA2ya |
are affected.

Failed veification
The system is unable to verify the file and send for procesasithere are errors that need to be
fixed.

Example of a failed file verification message:

The Course Offering (OFCOS): OFC0OS1234Y1YUP.csv has failed verification due to the
following errors.

Error occurred on record 9. The following errors were found in this record:

¢tKS (G4SIFOKSNRna ylIYS . NRgys: 52yFfR R2Sa y
TRBWA number 32153472 in SIRS. Please check that you have assigned the correct TF
number to the teacher by checking the TRBWA number of the teachmtpat/trb.wa.gov.au

and then selecting the Register of Teachers menu item. If the number is correct, please
contact the Data Services team at dataservices@scsa.wa.edu.au for further Information.

Failed processing
The system was able to verify the file, but there were errors that prevented the information from
being processed by SIRS.

Example of a failed file processing message:

The Course Offering (OFCOS): OFC0OS1234Y1YUP (23).csv has failed processing due '
following errors.

Error occurred on record 11. The following errors were found in this record:

Failed to get teacher party id, got the following error instead: Cannot update Party due tc
duplicate teacher registration number.

Check all error messages produced by SIRS and try to resolve them. To assist you with resolving
errors, refer toTroubleshootingn this section. If the issue has not been resolved, contact the Data
Services team alataservices@scsa.wa.edu.au

3.5.2 Upload confirmation

You can expect a message reporting the progress of yowplitedwithin 15 minutesn either your
email inbox or irPrivate Messagesavailable from the home page thfe SIRSvebsite Processing

time depends on the number of files already queued in the system as well as the size of the files to
be processed.

Note: if you successfully upload a file with data that already exists in SIRS, data from the latest file
will replace the previous values.

YourUpload Statugavailable on thdvome page ofthe SIRSvebsite) will also change once a file has
been successfully upload¢see screenshot below)
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Offerings Upload Status

[The folowing details the last ime that SIRS processed a verified file upload from your provider for the fdlowing offerings.
Year 12: 0 Last upload on 29/02/2016
Year 11: 0 Last upload on 2970272016
Year 10: 9 Mo verified upload received

See the table below for a key to tlaferings Upload Statusymbols.
Table 9:Section 3¢ Upload symbols key
Icon Meaning
Successful upload

Data not uploaded successfully

(]
©
[L Time to update data in SIR$e-upload
@ Processed with warnings

Q Your school may not have data for this section

@ Locked to schoolg no further uploadsnto the SIRS database

The status may sho@ata not uploaded successfulfgr a number of reasons. To identify and
resolve the issue, refer tdroubleshootingn this section

Once thecut-off date has passed for uploadiualification Btimates, the following message will
display(see screenshot belowJhe home page dghe SIRSvebsitewill show thepadlockicon.

Upload: Upload Qualification Estimates

E— ; I THIS FUNCTION IS NO LONGER AVAILABLE AS THE CUT-OFF DATE HAS PASSED I
Load Qualification Estimates |

Load Qualification Estimates

File: Choose file | No file chosen

Notify Email Address: [lynn.galbraith@scsa.wa.edu.au

3.6 Troubleshooting

Some of the common error messagdlat arise when uploading the offerings féee listed below
Against each error message are suggestiorestist in resolvintheseissues

Table 10:Section 3¢ Common error messagésr the offerings uploadand possible solutions

Example error messages How to resolve the problem

Calendar yea2025must You are uploading an offeringjte that contains2025offerings however,
match the selected year at the time ofupload you selected?024as the year of upload. pload
your fileagainand ensure you sele@025asthe year.

Section 3: Page 24 | Data Procedures Manual 2025



Section 3: Offerings

Example error messages ‘ How to resolve the problem

Invalid course code ESP for
2025

The course code is not correct for the stated y&dwange your offering
details within your school system, generate a rdevand upload the file
again.

A completdist of valid course codds available on the Authority website
on the Course Codes page (https://senior
secondary.scsa.wa.edu.au/syllabaisd-supportmaterials/coursecodes)
or refer to Appendix 3 of th&®VACE Manua025

Invalid course unit code:
GEBIO for course with code:
BLY fo2025

The specified course unit is not valid for the course for the stated year.
Change your offering details within your school system, generate a new
andupload the file again.

A completdist of valid course unit codds availableon the Authority
websiteon the Course Codegage(https://senior-
secondary.scsa.wa.edu.au/syllabaisd-supportmaterials/coursecodes)
or refer to Appendix 3 of th&VACE Manua025

Record type must be: OFCO!
Note: usually followed by a
number of other error
messages for each record in
the file

You are uploading a file that is not a course offeringstiibevever, at the
time of upload you selected this as your offering type. It is possible that
you have either selected the wrong file to upload olested the wrong
offering type.

Checlwhat you are uploading and select the appropriate offerings type
the file you are uploading.

Teacher contact name not
specified

The teache® éontactnamewas not specified. As this is a mandatory fjel
enter the teacher contaahamewithin your school system for the given
course unit, generate a new file and upload the file again.

Teacher RBWA number and
contact name daot match

The teache® BRBBWA number and contact name dot match the SIRS
record. As this is a mandatory fiettie correct TRBWA number or name
should be entered. If there is a change of narhehould be first registerec
with TRBWA and then in SIRS.

Contact the RBNAor the teacher to ensure the number is correct.

The number of columns for
this file must not be less than
14.Ensure the uploaded file is
a valid filein either.CS\or
.SCSYormat and matches
the selected type of offering

You are uploading a file that is nottlre .CS\r the .SCSMormats. If you
have opened the file previously Excelthen it is likely the file is saved in
Exceformat. Reopen the file irExcel selectFile, Save Asind select the
Save Agype aseither the.CS\or the .SCSVile formats. Save the file and
upload itagain.

3.7

Further help

For issues relating to the information contained in hata Procedures ManuaD25 contactthe
Data Servicesshm atdataservices@scsa.wa.edu.au
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Section 4:
Student registration and demographics
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Student registrationrequirements

RequestWASNs ¢ Kindergarten

Search foWASNsin SIRS other than Kindergarten

Student maintenance

Recording student registrations

Setting up arExceldatabase for student registration and demograplsic
Saving data foupload into SIRS

Uploading data into SIRS
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Note: screenshots are for illustration purposes oniind mayshow a date prior to 2025.
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4.1 Student registration requirements

It is a legislatedequirement that all studentfrom Preprimary to Year 12 areegistered with the
Authority until the end of the year in which they turn 17 years and six months of age, regardless of
their study program.

This requires each student to be allocated a unigue identifier, i.e. an-digltitWestern Australian
student number (WASN).

LT 82dz OFyy2id FTAYR | addRSyiQa 2! {bs OKSOl 6Ai(K

82dz AGAtt OFyy2i TA iRnbeis@Scsamb.er® 8 i @3 (1 K1S{ B Y dRBYA©Q:

family name, given name, date of birth and academic year to have one allocated.

Once the WASN has been provided, it can be uploaded as part of your student registration and
demographics (SRGDG) file.

Thisalsoapplies to students urertaking Flying Start progranstudents at intensive English centres,
or students at education support centres. Overseas students must also be registered if they are
undertakingWACE course

4.1.1 Important dates

Refer to thehomepage ofthe SIRSvebsiteor the Authority websiteon the Activities Schedule page
(https:/www.scsa.wa.edu.au/publications/activitiesshedule for the dateswhenthe following
information is required by the Authority:

9 registration of Year 10, Year 11 and Year 12 students

1 registration ofKindergarten ¢ Year9 students

In addition to the initial uploading of the student registration at@mographidile (SRGDG) in
Term 1, schools are reminded that an updated student registration and demographic file (SRGDG)
should be uploaded by the third week &rms 2,3 and 4.

4.1.2 Request to change student academic year

On occasiorstudents need to change their academic year and subsequently their enrolments in
course units, VET units of competency and/or endorsed programs.

There are several processes that schools may need to falepending on the circumstances
e.g.where a student is in Year 10, 11 or 12 and wishes to move up or down.d gaaquest a
OKIy3aS G2 | &0 dzRSrgaisQiand 1@owWRIGY theReqaeSt tohange academic
yearform availableon the Authority websiten the Application and Order Forms page
(www.scsa.wa.edu.au/forms)

¢2 NBljdzSad  OKIFy3aS (2 Iprimay trReayllonmloadtkelReEy8estA O
to change academic year PReimary to Year 1fbrm available on the Authority websitn the
Applications and Order Forms page (www.scsa.wa.edu.au/foithg)form is available for limited

g St

N

LISNA2Raz FO02NRAY 3 (2 (KS !dziK2NRAGEQa RSIHREAYySad

Note: changing academic yeaannotbe done by uploading the SRGDG file.

Student achievemennustbe reported for all learning areas fetudentsfrom Pre-primary to
YearlO, in line with thePreprimary to Year 10: Teaching, Assessing and Repomiigy.P
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LY NBIAAGNYI GA2yS ad0K22fa aKz2dzZ R OKSO1l {Lw({
they are enrolled to continue in the same academic year they were in at their previous school. This
ensures students continue with their current ydawel studies within th&Vestern Australian
Curriculum and Assessment Outline

4.2 Request WASNSs 7z Kindergarten

This process is to request Kindergart®®SNonly. As allstudentsfrom Preprimary to Year 12re
now registeredn SIRS, blocks of numberannot be allocatedor other academic yeansithout
checking to see if the record already exists in SIR®%equest numbers for students who are in other
academic years, refer t8earchfor WASNsin SIRE, other than Kindergarten

1. Inthe blue horizontal navigation bar, hover oviee Providerstab.
2. Clickon Request Student Numberseescreenshobelow).

Providers EeGEleER=ali=l
Provider Details
Request Student Numbers

3. TheStudent Number Request Searfieldswill appear (seescreershotbelow). Cliclonthe Add
Requestbutton.

Providers: Student Number Request Search

Search |[ Search Results |

Student Number Request Search Criteria
Provider: I # X

Year Request Made: |[PIINIEH v Year Request Madés the calendar year

Academic Year:

Requested By: | X

Requested On: From: | it Ta: I fi|

Status: | E

Use this page to search for requested numbers.
Torequest NEW student numbers, please click on the 'Add Request button below.

Add Request
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4. TheStudent Number Request Detaifieldswill appear (seecreershotbelow).Enter the
number ofKindergirten WASNsequired.

Providers: Student Number Request Details
Student Number Request Details || |

Reques t Details
Provider: | oz \_ X g
Year: 016

Academic Year: W

Email: |Lyr1n_GaIbraim@scsa.wa_eduau

Number Requested: IZD I

5. Check thegmail addresss correct to ensure messages are sent to the right person (this
information is populated fronsecurity"My Detailg.

6. Clickon theSavebutton. SIRS confirms the request by displayingRleeord successfully
createdmessage as well as information in tRequested ByRequested Ormand Statusfields
(see screeshot below).

Providers: Student Number Request Details

Student Number Request Details | [ Siudent Number Allocaied |

Reques t Details

Provider: HS‘DD 0: Department of Education

MNumbers Sourced From: [2025

Academic Year: Kindergarten

Email: uLynn,GaIbraiIh @scsa.wa.edu.au
Number Requested: PD—'

Requested By: Galbraith, Lynn

Requested On: [16:052016

Status: uReq uested

7. Checkhe details. If youneed tomake changesnake them, anatlickon the Savebutton again.
8. Whenthe details are correct, cliokn the Closebutton to dispatch the request for processing.
Alternatively, you can cliakn Cancel Request

Note: the information descriptoNumbers Sourced Fromill be the calendar year the student
would be entering Year 8 (i.e. Year 3 numbers request@025will show that the nurbersare
sourced from 280).

The Authority approveWASNrequests periodically. Wait for confirmation of the numbeent as
an attachmento your email address or througPrivate Messagg available from the home page of
the SIRSvebsite(see screershotbelow).

Mes sage Detail

From: |System. User [roof] Received: [16/052016 10:45:00 AM

Subject: |Sludent Number Request for 3000: Depariment of Education (2016/Kindergarien) has been processed

Message:  |The studentnumber request for 3000 Deparimentof Educafion has been processed:
Requested By Galbraith, Lynn
Requested On: 16/05/2016
Academic Year: Kindergarten
Number Requested: 20
Approved By: Parker, Marie
Approved On: 16/05/22016
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You do nothave touse all the allocated numbers. For any new students arriving later in the year,
emailnumbers@scsa.wa.edu.and provide the following details for each studefamily name,
givenname,date ofbirth and academicear.

4.2.1  Searchfor requested WASNs in SIRS

1. Inthe blue horizontal navigation bar, hover otiee Providerstab and clickon Request Student
Numbers.

2. TheStudent Number Request Searfieldswill appear.Clickon the Searchtab or the Search
Resultstab to display a list of requests (ssereershotbelow).

3. If Processedippears under th&tatusheading the numbers have already been allocated. Click

onthe documenticon - to select aProcessedrequest from the list under th&tatusheading.

Providers: Student Number Request Search

Student Number Request Search Results

O e e Requested By Reguested On Wo o Student Numbers Requested [ Somews |
20

Department of Education 2025 Kindergarten Galbraith, Lynn 16/05/2016 Processed
Department of Education 2017 Year 7 Galbraith, Lynn 9/05/2016 24 Processed

Clickon the Student Number Allocatedab to viewthe WASNS kocated (seescreershotbelow).

Providers: Student Number Request Details

Student Number Request Details | [ Student Number Allocated |

Request Details

Provider: ‘S‘DD 0: Depariment of Education

Numbers Sourced From: 2025

Academic Year: Kindergarten

Email: \Lynn.GaIbralIh @scsa.wa.edu.au

Number Requested: ED

TheWASNdetails will appear (sescreenshobelow).

Providers: Student Number Request Details

Student Number Request Details | | Student Number Allocated |

Reques t Details
Provider: |Depa riment of Educafion
Requested By: |Ga\brailh, Lynn
Approved By: |F'arher, Marie

Number Requested: IED

Allocated Student Numbers

35042839
35129659
35191644
35218377
35226831
35245051
35277743
35285922
35354424

Note: you can also clidkXPORT0 have theWASN saved as a text file. This is useful if you have
deleted the confirmation emathat had theWASN as an attachment.
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4.3 Search for WASNSs in SIRS ¢ other than
Kindergarten

If a student arrives at your school from another school in Western Austoalfeom

overseas/interstate, yocand S NOK Ay { L wWASNAINJouinkdd i KS( dzl SzRBEY A Q a
familyname, given name and date of birth.

hyOS @2dzNJ a0K22f NBIAAGSNAR (GKS adGdzRSyid Ay {Lw{Z
If the studen & LINE @ AmagraWeat@rkKAirélia, you wiked tosend the transfer notéo

that school

1. In the blue horizontal navigation barpver overthe Enrolmentstab.
2. Click onStudent Enrolmentand thenon Find Student Numbe(seescreershot below)

@ School Curriculum and Standards Authority
Providers Moderation  Achievements Uploads  Repod
Studert Enrolment. ..

Student Maintenance

Search via Student Enrolments
Find Studert Num ber

Enrolments via Offerings...

Weldé

L3
3. TheFind Student Numbefieldswill appear(see screeshotbelow)® 9y (i S NJ (Frfily & G dzR Sy
Name Given NamendDate of Birth

Enrolments: Student Enrolment: Find Student Number

Search | [ Search Results |

Find Student Number Criteria

Year range:  From: |2018 | To: |2023

Family Name: | |

Given Name: | I

Middle Name: | |

Date of Birth: :'j

StudentMo: | |

4. Clickon the Searchbutton. If the information you have entereexactlymatches the information
in SIRS, you will find a result even if the student is not at your s¢hamscreeshot below)

Enrolments: Student Enrolment: Find Student Number

[Search | [ Search Results

Student Search Results

| Student No._| Family Name | Given Name | Middle Name Date of Birth | Gender | Year |

28032384 Ryan James 1/07/2008 12:00:00 AM M 2022 Y12 Government School
28032384 Ryan James 1/07/2008 12:00:00 AM M 2021 Y11 Non-Government School
28032384 Ryan James 1/07/2008 12:00:00 AM M 2020 Y10 Notice of Arrangement

3 Records Found

The query return more than 1 results. If you can not uniquely identify the student, please contact SIRS helpdesk

If the details you haveequestedare different from the information in SIRSdedate of birth is
different, Jackie is spelt as Jacky etc.), no information will be found. In this case, email
numbers@scsa.wa.edu.auy R LINE @A R Sgivénkeshe, faniilgnRnteytateColibirth,
academic garand grevious shool if known.
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4.3.1  Troubleshooting: Search for WASNs in SIRSz other than
Kindergarten

What happens if the requested information does not shawp in the searcR

Emailnumbers@csa.wa.edu.aand providethe studentQ dame, academic year and date of birth.
What happens if | enter calendar year 2@2as the Year Range?

Only studentsegistered in the SIRS database for 2@gill be returnedin the search. For the
purposes of finding existing student numbers, it is recommended to leav¥€dhe Rangblank.

4.4 Student maintenance

Student details are uploaded into SN@&the student registration anddemographidile (SRGDG).
Once the information is uploaded, it can be viewed in $tedent Maintenancesection in SIRS.
These details can only be changed by uploading the relevanttiefollowing fields cannot be
altered by uploading the SRGDG file:

1 Given Name

1 FamilyName

9 Date of Birth

1 Academic Year

To view student details:

1. Inthe blue horizontal navigation barower overthe Enrolmentstab.

2. Click on Student Enrolmeand thenStudent Maintenance. The Student Seafiekdswill
appear.

3. Toviewa Student Recordsee screeshot below) you can eitheenter their.
1 name (GiverName and Family Namg)r
1 Student Numbe(WASN)

Enrolments: Students: Student Search
LEEI] Search Resulis
Search || Search Resulls | Student Search Criteria
Student Search Criteria Main Provider Name: J
Mzl Provider Hame: | Given Names J
Givan Nama: Susan .
Family Mame: J
Family Hamea: [3enilh
.~ Middle Name: J
siddle Hama: | k
Initials: J
Initials: |
Student No.: 2234567
Student Mo.: [
Student Status: K M
Student Status: -
Date of Birth: |—j Date of Birth: i
Tear: 2014 Year: 2014
academic Year: Veard Academic Year: Year 8
Yeard Year &
Year10 Year 10
Year 11 Year 11
Year 12 Year 12
Fea Skatus: = Fee Status: -
Residency Status: Residency Status: -

Data Procedures Manual 2025 | Section 4: Page 7


mailto:numbers@scsa.wa.edu.au

Section 4: Student registration and demographics

4. Clickon the Searchbutton or the Search Resultsab (see screeshot below)or pressEnteron
your keyboard

Search ﬂ Search Results

| Student Search Criteria

A number of tabs sit under thgtudent Maintenancesection of SIRS:
Student SImmary

Student @ntact

Previous Mimes

Program Of gudy

Record @ Achievement

Check WACHigibility .

=A =4 =4 4 -4 4

Note: theLearning Prograntab shown in the following screenshots is no longer available in SIRS.
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4.4.1  Student summary

This sectioontainsii KS a i dzZRSy i Qa LISNE2YIf AYyF2N¥IFGA2YS AyO
Year 11 studies overseas/interstate and any visa/residency informéamscreeshot below)

Names | [P

Main Provider: [8288”School Curcuum and Standards Authorty ]

Title: Mss v

Student Name: Given Name: Middle Name:
Thied Initial: ] Family Name: | |

Certificate Name: [Cire Eizaeth Harman J

Stodet omber: ver us:

Date of Birth: 27/10/2001 }3

Sex: T —|

Year:

Academic Year: Vear 12 v Class 10;

Student Status: Currert v Brightpath Student:  ® ves O No

Last Student Status Change Date: ABLEWA Student: O Yes ® o

Highest School Level C [
Year Highest School Level Was Completed: [ |

Proficiency in Spoken English: W ]
(R —— B
Country Of Origin: :\ [ZL
Australian Residency Status: [Resdent v
Student Fee Status: NonPaying |
Indigenous Status: [Nesther v

Labour Force; [
Student Declaration Completed:

SRR This information is received when a student
Release Career nfo: completes their declaration and permission
ikt st details via thestudent portal

(https://studentportal.scsa.wa.edu.ay

Release School Work:
Date Student Declaration Completed:

Meets ELC Standard (Prior to 2016): Yes  No

Demonstrates Numeracy Standard: Yes Mo

Demonstrates Reading Standard; Yes No
Demonstrates Writing Standard: Yes No
Community Service Complete: OYes N0
| Comenunity Service Hours: [ This information is received via the Year 11

Prioc Learning Block Credit: O Full Year O Half Year ® No ] . . a - o

Prior Learning Block Credit Type: = equivalent studies application in the Student

Frio Lesening Sk Credic e — J Records Management System* (SRMS)

Exemption From School: OYes ®no

Visa Subclass: [ —

Visa Areival Date:

o Notice of Arrangement currently associated with this Student If a student is on a pending Notice of

Add Notice OF \ Arrangement (NoA), you will see this here.
Oncethe NoA is approved, you will no

No Prior urrently with this Student

longer see this student, as they will be
moved to Provider code 9000

Add Prior Educational Achievement |

Student Disability Detalis
No Disabilities currently associated with this Student
Add Student Disability

Student Special Needs Details
No Special Needs currently associated with this Student
Add Special Need )

*Guides are available on the Authority website on the Year 11 equivalent studies page
(https://www.scsa.wa.edu.au/sirgnd-srmsinfo/srms-information/yearl1-equivalentstudieg.
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4.4.2

addressegsee screenshot below)

Student contact details
This sectionantainsA Y F2 NXY I G A 2y

| defephadne Buriier ahdtiborERaBd/postab

Enrolments: Students: Student Maintenance

[ Student Summary || Student Centact || Previous Names | [ Pragram OF Shady | | Learning Program | [ 50000007 e o | [EEWEeE B

Date of Beth: |27/10/2000
Cex = Female

Main Provider : |123A:Auhorit\_f39niorHigh School

Avward Soore <

Student Status @ [Current

English Literacy : |N
WALE Achieved : N

Contact Details

Street Address: |52 Elatres Hill North
Suburh: [NoLLAvARA =

State/ Posteode: [ o6

Country: ﬁs tralia

[ClPostal Address Same as Street Address

Postal Address: EB Elstrez Hill Horth
Suburb: INOLLM‘ARA X

State/Posteode: [WA |3
Country: ﬁsuslia

Phore: I—
Facsimile: I—
Mobile: peizme
Email: fharman@gmailcom

Parent1 School Edueation:

Parent 1 Docupation:
Farent 1 Language;

Parent2 School Ed

Farent1 Mon-school Education: |Motstatediunknown v
o]

|Nat

Parent? Mon-school Educad Certificate | i 1V {including trade| v
Motin paid work W
Ilzﬂl e X

Parent? Doccupation:

Parent? Language:

4.4.3 Previous names

This section2 Yy G I A Y &
provided to the Authority.

4.4.4  Program of study

This sectiorshows all the course units, VET units of competency and endorsed prograngs that
student has been enrolled wia ENCOS, ENVET and ENEND upleasc{gershot below.

AYTF2NXYI GAZY

I 6 Zfdais informationdzs $eeri Q a

Enrolments: Students: Student Maintenance

Siident Swnmary || Stdenl Conlect | | Previoas Names || Frogiam Of Stdy || Leaming Program | | Record O

|[ Chetk WALCE Elghiily

Student Details

Studant Mame: [fdams, Aonald

Add Course Enrclment |

Studant Mo.: EE[IIS?IE\ Year: 516

Date of Rirth:  [10/07/1538 Academic Yaar: [‘TharIZ

k1 Fhl@ Smedent Stans: Eu mant

Main Pravider: [1234- Auharity Sanior High School

Course Enrolments : Year 12, 2016

|| | | Evrolled Course Hame | ver | Prodertame | frolwbam | Written Exam Stage
“ 3% = DRA: Drama 1234: Authori by Serior High Schocl v
“ 3% ~ HEY: Human Biclogy 1734: Autheri by Serior High Schoc v
NS = LIT: Litaratura | 1734: Authori by Semior High Schoal -
# 5 = WSS: Music 1234: Auther by Serior High Schoc -
& 3 = FFS: Physical Education Sturdies 1734z Autheri by Semior High Schodl -

Course Unit DA D with 1234: Author ity Senlor High Schoal

¥ ATORA

Padey, Angela

T TS R S Techerconr T
Ll ]

Full Year

Add Course Unit Enrolment
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Record of achievement

This sectiowill only show examination results once studeasults have beenploaded(see

screershotbelow).

Enrolments: Students: Student Maintenance

Achievement summary |[

g Of Sty | (saiming Program] | Record OF Achievemant |[Check WAGE Eigibiy

Student Details

Student Name : [
Student No.:  [21299420

Date of irth: [1/07/1997

Sex: [Female
Main Provider : [
Award Score :

Vear: o

Academic Year :

Student Status :

WACE Achieved : |Y

English Liter

Course Component Achievements (from year 2011)

Provider | Course | Stage | Year | Status

Ext. Assessment Enrolled Exam Type |  School Assessment

Mod. SchlA | Std. Mod. SchiA Raw Exam Score Adj. Exam Score Std. Exam Score | Component Comb. Score AP | NA |SI

#4163 BO 3 2015 |current v W 50 278 40.96 37.25 39.62 40.29

# a6 ENG 3 [2015 |Current v w M 241 3647 [36.00 38.63 37.40 =] {
#nea o 2015 |cument v w s 5293 5245 47.50 43.50 e7.98 ]|
#a63 MAT 2015 _[current w A ]
Faie s oo fcanent 5 W . = e I e e |

4.4.6

Check WACE eligibility

This section shoswhich WACE eligibility criteria need to be niste screeshot below)

Crarck WACE ERgibiliy

ke enroled courses and enits,

Swdents will be eligible to recelve a WACE If thelr peogram of study enrolments sathifles the ariterla shown b,
Students will recelve & WACE if they meet the eligibiiiny criterfa A0 reach & satisfactory level of achievement in
The folowing I an assessment of the student's el iblity for WACE. It 15 based on your ourrent o ogram of study

iafermation that has been dubmitted 0o the Sohiol Curd loulam asd Standard Authoriny 10 date by youl ducation
provider. Unless all af the Vear 17 Infommation has been submitted, It & possitle the eligibility criterla may ok

[
Critatin Duicriptien Eligibility Critarta Met
L0 Liberacy standard - demonstrate a minimum standard of Beracy. e
1B Humeragy s tasdard - demeritaate a minines ttandied of nEnenaey. et
n Breadth and depth - complete at least 20 units, of which mant include st kst 10 Tear 12 wnits. Mo
£ tireadth and depith - complete Tour units from an English course, post-Year 10, including at keast ane palr of Fear 12 wits from an English course, o
t1d Breadih and depth - comphete at Least one palr of units from cach of List & aed List B in Year 11, Ny
i achievement standard - achieve at least 14 € grades or higher in Year 11 and Year 12 units, with ot least ste € grades in Year 12 units, Mo
£ Achbrvenent sEandare - coengiete AL beast four Tise 12 ATAR eoursat oF & Certlficate 0 e Righer) VET qualification, et

4.5

Recording student

registrations

Data can be entered into school database systentd,iding but not restricted tq CivicaMaze
Administration of Schools (AoReporting to Parents (for mopublic schools SEQTA and
Synergetic. To find out how to record data in these systems, contact the software supplier or refer to

Database programf®r relevantlinks.

If your school records data using Excel, the data must be formatted correctly. Faiforentd data
correctlywill prevent the data from being uploaded into SIRSer to the following instructions on
how to set up a database to record student registration and demographic information.
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4.6 Setting up an Excel database for student
registration and demographic s

Schools that us&xcehs their databaséo enter student registration and @mographic information
are required to layut data in a specific format to ensure it can be uploaded into SIRS.

A B C D E F G H | J K | L M

Student Student Student Student
Record Provider Calendar WA Student Student Family Given Middle  Third
1 Type Code Year Number Titie Name Name Name Initial Certificate Name  Date of bith Gender Status

2 |SRGDG 1234 2018 32123456 Ms Jones Jane Helen S Jane Helen Jones 7/04/2011 F 1
3 |SRGDG 1234 2018 28654321 Mr Chong Yin Chan W Yin Chan Chong  2/06/2009 M 1

Thescreershotabove shows a section of the required fornfiat the student registration and
demographic databasim Excel For example, th&®ecordTypeis required inColumn A, theProvider
QGodeis required inGolumn Betc. One row of information muse provided for each student.

The layout regirements for all columns ingtudent registration and eémographidexceldatabase
are specified iMable 11. Refer tothe notes below this table (under the headi&giRGDGalumn
details), which provide specific information regaments for each column. Screshots of all
required columnare included following the table

Notes:

1 Once thedatabasehas been formatted and data entered into the Excel document, the header
row must be removegdand the document saved as@S\or an .SCSVile before it can be
uploaded into SIR&ailure to save in this format will prevent the data from being uploaded into
SIRS.

1 The file will not upload successfully if a mandatory field is left blank.

Table 11:Section 4¢ Excefformat for student registration and demographic file

Column | Column .
Field mme Comment
number | reference
SRGDG
1 A Record type Maximum field length = 5
o o o = Mandatr
2 B . 9 Maximum field length = 10
authorised to offer the Unigue code foa course provider
WACE) q P
Mandatory
3 C Calendar year Maximum field length = 4

Must be current yeam yyyy format

. Mandatory
4 D Western Australiastudent Maximum field length = 15

number(WASN) Must beavalidWASNssued by the Authority
Optional
5 E Student title Maximum field length = 20

e.g. Mr, Mrs, Miss, Ms
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Maximum field length = 50

Column | Column .
Field rame Comment
number | reference
Mandatory
6 F Student family name Maximum field length = 40
Legal family name of student
Mandatory (Optional if student only has a family
. name)
! G Student given name Maximum fieldlength = 40
Legal given name of student
. Optional
8 H Student middle name Maximum field length = 40
S Optional
9 I Student third initial Maximum field length = 1
Optional
- Maximum field length = 81
10 J Certificate name As printed on the certificate
Recommend using title case, not blazpitals
Mandatory
. Maximum field length = 10
11 K Date of birth Must be valid past date
In dd/mm/yyyy format
Mandatory
12 L Gender Maximum field length = 1
M for male or F for femaler Xfor other
Mandatory
Maximum field length = 1
1 ¢ Currently at provider
13 M Status 2 ¢ Deceased student
3¢ Left secondary education
4 ¢ Left from this provider
5 ¢ Left Western Australia
. Mandatory
14 N Home address line 1 Maximum field length = 50
. Optional
15 0] Home address line 2 Maximum field length = 50
Mandatory
16 P~ | Home suburb Maximum field length = 50
Mandatory for Australia, bubptional if home
17 Q Home state country (field #19)s not Australia
Maximum field length = 30
Mandatory for Australia, bubptional if home
18 R Home postcode country (field #19)is not Australia
Maximum field length = 10
Optional
19 S Home country Maximum field length = 30
Mandatory
20 T Postal address line 1 Can be same as home address (field #14)
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Column | Column .
Field rame Comment
number | reference
Optional
21 U Postal address line 2 Can be same as home address (field #15)
Maximum field length = 50
Mandatory
22 \ Postal suburb Can be same as home address (field #16)
Maximum field length = 50
Mandatory for Australia, bubptional if postal
country (feld #25)is not Australia
23 w Postal state Can be same as home address (field #17)
Maximum field length = 30
Mandatory for Australia, bubptional if postal
country (field #25)s not Australia
24 X Postal postcode Can be same as home address (field #18)
Maximumfield length = 10
Optional
25 Y Postal country Maximum field length = 30
Mandatory
26 Z Academic year Maximum field length = 2
Must be eitherK, PP, 0412
Mandatory
Permanent residentitizen or country of birth
27 AA Australian residency status| = Australia or New Zealand
Maximum field length = 1
Y orN
Mandatory
28 AB Student fee status MaX|mu_m field length = 1
Y ¢ required to pay full fees
N ¢ not required to pay full fees
Optional
29 AC Home phone number Maximum field length = 20
. Optional
30 AD Alternate/mobile number Maximum field length = 20
: Optional
31 AE | Email address Maximum field length = 80
Optional
32 AF Fax number Maximum field length = 20
33 AG Student grevious family Optional
name Maximum field length =@
34 AH Studenf grevious given Optional
name Maximum field length =@
Mandatory
Is the student currently exempt from school under
35 Al Exemption from school section 11 of théschool Education Act 1989

Maximum field length = 1
YorN
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number

36

Column

reference

Al

Section 4: Student registration and demographics

Field mme

Country ofbirth identifier

Comment

Optional but mandatoryif visa subclassupplied
(field #55

Maximum field length = 4

Refer to theAustralianSandard dassification of
Countries
(https://www.voced.edu.au/content/ngv%3A2019¢

37

AK

Language spoken at home
identifier

Optional

Maximum field length = 4

Refer to theAustralian Standardl&ssification of
Languags
(https://www.voced.edu.au/content/ngv%3A2019¢
(1201 = English)

38

AL

Proficiency in spoken
English

Optional

1 =very well

2 =well

3 =not well

4 =not at all

Maximum field length = 1

39

AM

Labour forcadentifier

Optional

Maximum field length = 2

01 = fultime employee

02 = parttime employee

03 = self employed

04 = employer

05 = employed, unpaid work in a family business
06 = unemployed seeking fultime job

07 = unemployed seeking partime job

08 = not employed not seeking employment

40

AN

Highest school level
completed

Optional

Maximum field length = 2
02 = did not attend school
08 = Year 8 or below

09 = Year 9 or equivalent
10 = completed Year 10
11 = completed Year 11
12 =completed Year 12

41

AO

Year highest school level
completed

Optional
Maximum field length = 4
In yyyy format

42

AP

Prior education
achievement 1

Optional

Maximum field length = 3

008 = Bacheldbegreeor higher

410 = Advanceiplomaor AssociatedDegreelevel
420 = Diploma level

511 = Certificate 4

514 = Certificate 3

521 = Certificate 2

524 = Certificate 1

990 = misceducation
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Section 4: Student registration and demographics

Column

number

43

Column
reference

AQ

Field mme

Prior education
achievement 2

Comment

Optional

Maximum field length = 3

008 = Bacheldbegreeor higher

410 =Advanced iploma orAssociatedDegreelevel
420 = Diplomagivel

511 = Certificate 4

514 = Certificate 3

521 = Certificate 2

524 = Certificate 1

990 = misceducation

44

AR

Prior education
achievement 3

Optional

Maximum field length = 3

008 = Bachelobegreeor higher

410 = Advance®iplomaor AssociateDegreeevel
420 = Diploma level

511 = Certificate 4

514 = Certificate 3

521 = Certificate 2

524 = Certificate 1

990 = misceducation

45

AS

Disability code 1

Optional

Maximum field length = 2
11 =hearing/deaf

12 = physical

13 =intellectual

14 = learning

15 = mental iliness

16 = acquired brain impairment
17 = vision

18 = medical condition
19 = other

99 = unspecified

46

AT

Disability code 2

Optional

Maximum field length = 2
11 =hearing/deaf

12 = physical

13 = intellectual

14 =learning

15 = mental illness

16 = acquired brain impairment
17 = vision

18 = medical condition
19 = other

99 = unspecified

Section 4:
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Column | Column .
Field rame Comment
number | reference
Optional
Maximum field length = 2
11 =hearing/deaf
12 = physical
13 = intellectual
- 14 = learning
47 AU Disability code 3 15 = mental illness
16 = acquired brain impairment
17 = vision
18 = medical condition
19 = other
99 = unspecified
Optional
Maximum field length = 2
11 =hearing/deaf
12 = physical
13 = intellectual
L 14 =learning
48 AV Disability code 4 15 = mental illness
16 = acquired brain impairment
17 = vision
18 = medical condition
19 = other
99 = unspecified
Optional
Maximum field length = 2
11 =hearing/deaf
12 = physical
13 = intellectual
N 14 =learning
49 AW Disability code 5 15 = mental illness
16 = acquired brain impairment
17 = vision
18 = medical condition
19 = other
99 = unspecified
Optional
Maximum field length = 2
11 = hearing/deaf
12 =physical
13 = intellectual
- 14 = learning
50 AX Disability code 6 15 = mental illness
16 = acquired brain impairment
17 = vision
18 = medical condition
19 = other
99 = unspecified
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Column

number

51

Column

reference

AY

Field mme

Disability code 7

Comment

Optional

Maximum field length = 2
11 = hearing/deaf

12 = physical

13 =intellectual

14 = learning

15 = mental iliness

16 = acquired brain impairment
17 = vision

18 = medical condition
19 = other

99 = unspecified

52

AZ

Australian Aboriginal or
Torres Strait Islander

Mandatory

Maximum field length = 1

1 = Aboriginal

2 =Torres Strait Islander

3 = Aboriginal and Torres Strait Islander
4 = Neither

9 = Not stated

53

BA

Date of satus

Mandatory (related to field #13)
Maximum field length = 10
In dd/mm/yyyy format

54

BB

Hours of community service

Optional
Numeric(integer) or blank
Maximum field length = 3

55

BC

Visa sibclass

Optional
Maximum field length = 10

56

BD

Arrival chte

Optional

Mandatory, ifvisa subclass supplied (field #55
Maximum field length = 8

Must be valid past date

In dd/mm/yyyy format

57

BE

VET USI

Optional

Maximumfield length = 10

Alphanumeric

VETUnique Studentdentifier (USI)s required for
unit of competency result to contribute towards th
WACE requirements

58

BF

Parent 1 schoolducation

Mandatory Years ¢9

Optional Years 112

Maximum field length = 1

0 = Not stated/unknown

1 = Year 9 or equivalent or below
2 = Year 10 or equivalent

3 =Year 11 or equivalent

4 = Year 12 or equivalent
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59

Column
reference

BG

Section 4: Student registration and demographics

Field mme

Parent 1 norschool
education

Comment

Mandatory Years ¢9

Optional Years 112

Maximum field length = 1

0 = Not stated/unknown

5 = Certificate | to IV (including trades)
6 =Diploma/Advanced Diploma

7 = Bachelobegreeor higher

8 = No norschool education

60

BH

Parent 1 @cupation

Mandatory Years ¢9

Optional Years 112

Maximum field length = 1

1 = Senior management

2 = Other business manager

3 = Tradesperson, clerk, sales and service staff
4 = Machine operator

8 = Not in paid work

9 = Not stated/unknown

61

Bl

Parent 1 main language
other than English spoken ¢
home

Mandatory Years ¢9

Optional Years 112

Maximum field length = 4

Refer to theAustralian Standardl&ssification of
Languags
(https://www.voced.edu.au/content/ngv%3A2019¢
(1201 = English)

62

BJ

Parent 2 schoold@ucation

Mandatory Years ¢9

Optional Years 112

Maximum field length = 1

0 = Not stated/unknown

1 = Year 9 or equivalent or below
2 = Year 10 or equivalent

3 = Year 11 cequivalent

4 = Year 12 or equivalent

63

BK

Parent 2 norschool
education

Mandatory Years ¢9

Optional Years 112

Maximum field length = 1

0 = Not stated/unknown

5 = Certificate | to IV (including trades)
6 = Diploma/Advanced Diploma

7 = Bachelobegreeor higher

8 = No norschool education

64

BL

Parent2 occupation

Mandatory Years ¢9

Optional Years 112

Maximum field length = 1

1 = Senior management

2 = Other business manager

3 = Tradesperson, clerk, sales and service staff
4 = Machine operator

8 =Not in paid work

9 = Not stated/unknown

Data Procedures Manual 2025 | Section 4: Page 19


https://www.voced.edu.au/content/ngv%3A20199
https://www.voced.edu.au/content/ngv%3A20199
https://www.voced.edu.au/content/ngv%3A20199

Section 4: Student registration and demographics

Column
reference

Column

Field mme
number

Parent 2main language
other than English spoken ¢
home

65 BM

Comment

Mandatory Years ¢9

Optional Years 112

Maximum field length = 4

Refer to theAustralian 8andarddassification of
Languags
(https://www.voced.edu.au/content/ngv%3A2019¢
(1201 = English, 0000 = Not statadknown)

66 BN Classdentification

Mandatory Years ¢6
Optional ars €12
Maximum field length 20
Free text up td20 characters

67 BO Brightpath project student

Mandatory
Maximum field length = 1
YorN

68 BP ABLEVADproject student

Mandatory
Maximum field length = 1
Yor N

Excel database fortadent registration anddemographis (SRGDG)

See below for a complete breakdown of the fields within the SR&Débase

A B | c| Db | E| F [ 6| H [ 1| J | K | L | M|
Student Student Student Student
Record Provider Calendar WA Student Student Family Given Middle  Third

1 | Type Code Year Number Title Name Name Name Initial Certificate Name  Date of birth Gender Status
2 |SRGDG 1234 2018 32123456 Ms  Jones Jane Helen S Jane Helen Jones 7/04/2011 F 1
3 |SRGDG 1234 2018 28654321 Mr Chong Yin Chan W Yin Chan Chong  2/06/2009 M 1
N 0 & Q R = T U v W X Y Z AL AB
Home: Postal Postal Austrian  Student
Home address |address Home |Home Home Home: Postal address | address  Postal | Postal | Postc Postal Academic Residency Fee
Line 1 ine 2  Suburk State Posicode Country line 1 ine 2  Suburk State  ode | Country Year Status  Status
r
1 Unknown St PERTH WA 6000 Australia PO Box 100 PERTH WA 8000 Australia 12 Y N
24 The Avenue PERTH WA 6000 Australia 24 The Avenue PERTH WA 6000 Australia 11 N Y
AC AD AE AF AG AH Al Ad AK AL AM AN AD
ear
Previous Previous Highest highest
student  student Exemption Country Language Proficiency Labour school school
Home phone  Alternate/mobile Fax family given from of birth  spoken at | in spoken force level level
number number Email address number | name name school | identifer home english | identifier  completed | completed
r
9555 55b5 0415555555  Jane@hotmail.com Smith N 2102 1201 1
9555 3456 0425555555  Chon igpond.net.au M 6101 704 4
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Section 4: Student registration and demographics

AP AQ AR AS AT AU AV AW AX AY AL BA BB BC BD
Austrakan
Prior Prior Prior Aboriginal
education education education or Torres Hours of
achievem achievem achievem Disabiity Disabiity Disabiity Disability Disabiity Disabdiity Disability Strait Date of Community  Visa Sub | Arrival Date
ent 1 ent2 ent3 code1 | code2 «coded coded codeS  code6 | code? | Islander Status Service Class in Australia

4 24/03/2016

4 24/03/2016 572 10/09/2009
BE BF BG BH Bl BJ BK BL BM BN BO BP
Parent 1 Parent 2
Main Main
Parent 1 Parent 1 Language  Paremt2 Parent 2 Language Brightpath = ABLE W&
School  MNon-school Parent1  gther than School  Non-school Parent2 | Other than Class project project
WET Usl Education = Education Occupation  Enpgish Education Education Occupation  English  Identification = student student

4SXPX54HGS 4 7 1 1201 4 6 8 1201 N N
JUVEW2W4T2 0 7 2 7104 3 0 9 7104 N N

Notes to table

Formatting cel for date of birth

Exceimay convert a date of birth entered as P——— T %
dd/mm/yyyy format to mm/dd/yyyy. This will Number | Atgnment | Fomt | forder | Fil | Protection
prevent validation of the file. s Somele
Before entering the date of birth: égk N .
1. Clickonthe top of the required column to s T ——————————
highlight the whole column. e .
2. Rightclick the mouse. e -
3. Choose Format cells.
4. Click on theNumbertab.
5. UnderCategory click onDate. D formt iyt il s e s, O rmt gt
6. UnderType select the third entry from the top | e romen et an stankarenst iededty spesing stem stinos
(14/03/2012¢ without an *). —
7. Click on theOKbutton.
Leadingzero in a number
To preventExcelutomatically removing a number FNm:C" . T
that leads with a zerssuch as a mobile number, tegary e
you will need to format the cell. Gumeny .., i
To do this: fertraos o
1. Clickonthe top of the required column to
highlight the whole column.
2. Rightclick the mouse.
3. Choosdrormat cells
4. Click on theNumbertab.
5. UnderCategory clickon Text
6. Click on theOKbutton.

Data Procedures Manual 2025 | Section 4: Page 21



Section 4: Student registration and demographics

4.6.1  SRGDGcolumn details
One row of information musbe provided for each student.

Record type (Column A)
This is alwaySRGDG for this type of file.

Provider code (Column B)
The fourdigit school code.

Note: a provider is a school or organisation authorised to offer theGEA

Calendar gar (Column C)
The current calendar year

Allocation ofa Western Australiarstudent number (WASN)YColumn D)
All students irKindergarterto Yearl2 requirea WASN This includes students who are currently
attending the school, and those who have been enrolled at any time during the selected school year
but have now left. It will not be possible to upload y8@RGD@le until all students have been
allocatedaWASNnN SIRS.
1 Kindergartenstudents
Schools are able to requedtASIS for Kindergarterstudents directly from SIRS. Following this
process, an email will be sent to the school with an attachment containing a list of numbers that
can be allocated to students. This facility will be closed after Term 1 to preventahigoi of
WASN.WASNSdor Year 7wvill be requested by théuthority after student names have bee
checked for existing numbers.
9 Current roll students
WASNSdor transferring students should be requested andemed at the point of enrolment.
i Former students
Any former students who attended for more than one day within the school term should be
included in theSRGD@le and muwst have aVASN
1 Students who are new to the Westn Australian education system
If the student is new to the school (i.e. arriving from another Austradiate or country) and has
not previously been allocated\WWASN the school will need to request@ASNoy contacting the
Authority athumbers@scsa.wa.edu.au
9 Students who are transferring between Végern Australian schools
If the student is new to the school (i.e. transferring from another Western Austrsdidool) and
has previously been allocateddASNE. A G A& GKS SyNRffAy3d aoOKz22f Qa
0KS aidzRSYy (G Qa LINBGJA 2 dza WASNK Bisestudent yhdst canfingieRo Bedz(i (1 K S
the WASNallocated by the previous schodlikewise, if a student was enrolled at your school
and then left to enrol in another school, yoschool needs to ensure that the student is
provided wth their WASN

Student title (Column E)
This is an optional field thatilvaccept Miss, Mr, Mrs or Ms.
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Student rame format (Columns F, G, H, I)

The Authority recommends that student namae entered in title case rather than upper case to
ensure that WACE certificates are appropriately formatted. The student name fields that must be
provided to the Authority ar&tudent LegaFamilyNameand Student LegaGivenName.

Certificate name (Column J)

This is the name the student wishes to appear on their WACE\&stern Australian Statement of
Student AchievemenfWASSA)If noCertificate Nameis uploaded, the WACE akdASSAwill print
the GivenNameand FamilyName as uploaded.

Date of birth (Column K)
The conventiondr date of birth is dd/mm/yyyy.

Gender(Column L)
Student gader¢ M, For Xwill be accepted.

Status (Column M)

The student status column advises the Authority if the studertt s currently at the school,

2 = deceased, 3 = left secondary education, 4 = left provider (i.e. expected to transfer into another
school)and 5 = left Western Australia.

Address information (Columns ¢Y)

The Authority will only accept suburbs and postcodes recognised by Australia POSRGDeBle
contains student home and postal addresgg@seck that all suburbs and postcodes are correct. For
students with an overseas address, SIRS will not ask for a postcode

Academic gar (Column X
This must beentered as a twedigit integer e.g. Year 8 = 08.

Australian residencytatus (Column AA

Ensure that ay student who is not recorded as a permanent resident has a visa subclass number
recorded. The Authoritusesthe Australian residency status of students to determineilgility to
receive some awards.

C2NJ GKS ! dziK2NA(G@Qa LlzN1}2asSaz | addzRSyd Aa O2yaa
resident and/or were born in Australia or New Zealand. There may be some instances where a

student born in Australihoseparentsareon a visa also has a visa subclagsianot a permanent

resident.

In some cases, the residency status of a student could change if permanent residency has been
granted. It is important that this is reviewed periodically

Student fee status (Column AB

This field refers to temporary residents of Australia, without local enrolment entitlenvemb, are
consideredoverseas fegaying studentsThis applies to students attending school in Australia

dzy RSNJ 2y S 2F (GKS GSYLRNINEB OAal &dzo @frdimest&a G KI G
Sudents fromOverseasschedule These include:

1 visa subclasses 400, 500 (dependent on the sector and type of study), 570, 571, 572, 573, 574,
580, 590, 600601, 651 or

9 bridging visa subclasses that have been granted to one of the above visasmwhplication
for another visa is being processed.
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This field isiot to be used for Australian fepaying students at private schiso

Contact numbers and email address (Columns;AB
The phone numberdids have a limit of 20 digits.

The email address field will only accept a valid email addeeggohn.citizen@hotmaitom

Student pevious family name (Column AG
If the student has been known by a differdamily name, recordt here.

Student pevious given name (Column AH
If the student has been known by a different given name, record it here.

Exemption from school (Column Al
This field should remaiasN unless the student has been granted an exemption from school under
Section 11 of th&chool Education Act 1999

Country of birth (Column AJ
This is a mandatory field if a visa subclass has been enfeséat.to the AustralianStandard
Jdassification of Cautries (https://www.voced.edu.au/content/ngv%3A20198)r further details.

Main language other than English spoken at home (Column AK
This is an optional fieldRefer to the Australian Standard Classification of Languages
(https://www.voced.edu.au/content/ngv%3A20198)r further details(1201 = English).

Proficiency at spoken English (Column)AL
1 =very well, 2 = well, 3 = not well, 4 = nbak

Labour force identifier (Column AM

This is an optional field and refers tatidnal Centre for Vocational Education Research (NCVER)
informationonly. 01 = fultime employee, 02 = patime employee, 03 = sefmployed,

04 = employer, 05 = employedunpaid work in a family business, 06 = unemplogaseeking
full-time job, 07 = unemployed seeking partime job, 08 = not emipyed¢ not seeking
employment.

Highest school level completed (Column AN

This is an optional field mostly relevant to NCVER information. 02 = did not attend school,

08 = Year 8 or below, 09 = Year 9 or equivalent, 10 = completed Year 10, 11 = completed Year 11,
12 = completed Year 12.

Year highest school level (Column AO
If Column AN has beercompleted, the candar year the student completedhat academic year can
be added.

Prior education achievements (Columns &&R)

Prior educational achievements can be recorded in these colyifinecessary. 008 = Bachelor

Degreeor higher, 410 = Advancdiplomaor AssociateDegreelevel, 420 = Diploma level,

511 = Certificate 1V, 514 = Certificate Ill, 521 = Certificate I, 524 = Certificate |, 990 = misc. education.
Record @e achievement per column and each type of achievement can only be entered once. The
system will not accept tiee entries of Certificate I.
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Disability (ColumnAAY)

Student disabilities can be recorded in these colunfrequired. 11 = hearing/deaf, 12 = physical,
13 = intellectual, 14 = learning, 15 = mental iliness, 16 = acquired brain impairment, 17 = vision,
18 = medical condition, 19 = other, 99 = unspecifiteord me disabilityper column.

Indigenous status (Column AZ)
The Authority requires théndigenous status for all students Kkmdergartento Yearl2 to be stated
in the SRGD@le.

This information will be recorded the student details fieldsl = Aboriginal, 2 = Torres Strait
Islander, 3 = Both Aboriginahd Torres Strdilslander, 4 = Not Aboriginal afi@rres Strait Islander
or 9 = Not Stated must beelected.

Dateof status (Column BA
This refers to the data studentQ status changes.e. they have just enrolled or transferred from
another school, left your school @ft the state, or are deceased.

Hours of community servicéColumn BB

Where a school provides the Authority with the actual number of hours completed by students over
Years 10, 11 and 12, the statemet@tudent Name> has completed X hours of community service
gAtf 0S NBLRNISR 2y | aiddRSyiaQa 21! {

For students who have not completed amported community service, there will be no statement
about community service recorded on their WASSA. Further informégianailable othe

Authority websiteon the Community Service pagbt{ps://senior-
secondary.scsa.wa.edu.au/certification/wassa/commuisiéyvice.

Visa sibclass (Column BC
All students not flagged as a permanent resident should haxsaasubclass number recorded.

Arrival date (Column BID
For students with a visa subclass numliee arrival date of entrynto Australia is to be recorde

VET USI (Column BE)

{OK22fa OFly SyudSNI I &l dzR Quyshimhis fiel®ahd uplgad dsgest of{ ( dzR Sy (
the SRGDG file. Any changes to the VET USI will requiresstthapload a new SFDG file. This

number can then be viewed on tf&udent Summaryscreen in SIRS

Parent 1 school @ucation(Column BF)

This is a mandatorfjeld for students inYearKc9. It is gotional for students irYearsl0¢12.

0 = Notstated/unknown, 1 = Year 9 or equivalent or below, 2 = Year 10 or equivalent, 3 = Year 11 or
equivalent, 4 = Year 12 or equivalent

Parent 1 on-school education (Column BG)

This is a mandatorfjeld for students inYearKc9. It is gotional for students in Yead0cl12.

0 = Not stated/unknown, 5 = Certificate | to IV (including trades), 6 = Diploma/Advanced Diploma,
7 = BachelobDegreeor higher, 8 = No neschool education
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Parent 1 @cupation (Column BH)

This is a mandatorfyeld for students in YealKg9. It is gotional for students in Yead 0¢12.

1 = Senior managemerf? = Other business manag@&r= Tradespersom)erk, sales and service
staff, 4 = Machine operatqi8 = Not in paid workd = Not stated/unknown

Parent Imain language othethan English spoken atdme (Column BI)
This is a mandatorfyeld for students in YealK9. It is gotional for students in Yead0gl12.

Refer to theAustralian $andardClassification ofdnguags
(https://www.voced.edu.au/content/ngv%3A20198)r further details(1201 = English).

Parent 2 school éucation (Column BJ)

This is a mandatory field for students¥eas Kc9. It is gotional for students in YeadO¢l12.

0 = Not stated/unknown, 1 = Year 9 or equivalent or below, 2 = Year 10 or equivalent, 3 = Year 11 or
equivalent, 4 = Year 12 or equivalent

Parent 2 nonschool elucation (Column BK)

This is a mandatoryeld for students in YeaKc9. It is gotional for students in Yead0gl12.

0 = Not stated/unknown, 5 = Certificate | to IV (including trades), 6 = Diploma/Advanced Diploma,
7 = Bachelobegreeor higher, 8 = No neachooleducation.

Parent2 occupation (Column BL)

This is a mandatorfjeld for students in Yealkc9. It is gotional for students in YeadOgl12.

1 = Senior managemer? = Other business manag@8r= Tradesperson, clerk, sales and service
staff, 4 = Machine operatqi8 = Not in paid workd = Not stated/unknown

Parent 2main language other than English spoken at hoif@olumn BM)
This is a mandatorfjeld for students in Yealc9. It is gotional for students inYeas 10¢12.

Refer to the Australian &andarddassification ofanguage
(https://www.voced.edu.au/content/ngv%3A2019¢br further details(1201 = English).

Classdentification (Column BN)
This is a mandatorfjeld for students in Yealc6. It is gotional for students irYeas 10¢12. It is
used to identify which claggoupthe student is in.

Brightpath project student (Column BO)
This field should be Y if the student is in the Brightpath program.

ABLREVA project student (Column BP)
This field should be Y if tistudent is in the ABMZA program.

4.7 Saving data for upload into SIRS

Once all required information has been entered into a database, therdatd be saved (or
exported) asa.CS\or an .SCSVYile before it can baiploaded into SIRS. Failure to save in this format
will prevent the data from being uploaded into SIRS.
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4.7.1  File naming

The file name convention is:

XXXXXSSSSTTYYY.c¢
where XXXXX = record type e.g. SRGDG
SSS¢ = the provider/school codge.g. 471
TT = S1, S2, Y1 for semester or yéamg data
YYY = Y11, Y12 for Year 11 or Year 12 data
or YUP for combined Year 11 and Year 12 data

Example
The file name of registration and demographic information of students from provider/school 4171
for Year 12 would h8RGDG4171Y1Y12.CSV

4.8 Uploading data into SIRS
Once data has been savedasS\or an .SCSVile, it can be uploaded into SIRS.

To upload student registration and demographics: -
1. In the blue horizontal navigation barover overthe Uploadstab Reports  Adminis
. Upload Offerings
(seescreenshoto the right).
2. Click onUpload Students TheUpload Studentdields appear.

Upload Students

Upload Enrolments

3. InReportType, select SRGDG. Py ——

4. To locate the required file on your computer, clatkthe Browse |
button. Upload EST Result

5. On a Windowsperating systemthe Choose Fil¢éo Upload View Upload History

screenwill appear.Navigate to the folder where the required file
is storedand click on it

6. Clickonthe Openbutton. The drive, folders path and file name will appear inFilefield (see
screershotbelow).

|C:\Users\ga|bi\Documents\SRGDG1 234S1Y12.csv

Note: for mostRTP/SIgovernment schools

1 the export path will b\ keys integris\ outbox

9 student registration and demographic files should follow the naming convention:
SRGDGssssY1YUP, eglveresssds the school code and the correct academic year of students
in the upload file has been included

Note:the email address of the person uploading the file will automatically appear. SIRS will send an
email message to this person to report the status of the upload.

7. ClickUpload File for Processingr you can click on th€losebutton to exit without continuing
with the upload.

Note: you cancheckthe progress of your uploaid either your email inbox or iRrivate Messages
availdble from thehomepage ofthe SIRSvebsite
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4.8.1 Email messages

Email messages are generated by SIRS and sent to the person uploading the file. These emails may
hawe any ofthe following messages.

Successfully verified
The system will place the file in the queue for processing and you will receive another email
regarding processing.

Successfully processed
The system has processed the file and there were no problems found.

Processed with warnings

This file has been processed, but the system has ignored certain records. Ocoatlienathrnings
canbeignored, b 2 YS 4 NYyAy33a Ydzad 6S RSFfG 6AGK AT &ddz
are affected.

Example of a processed file with warnings message:

The Student Registration and Demographic (SRGDG): SRGDG1234Y1Y11.csv has bee!
successfully processed but has recorded the following warnings:

Warning occurred on record: 12 (Student: 22082466: Black, EMayaDate Of Birth
24/11/1998). The following errors were found in the record:

- This record has been ignored as you are not defined in SIRS as the Main Provider o
Student. Only the Main Provider can update Student Registration details. If you are t
Main Provider othe Student, you will need to contact the School Curriculum and
Standards Authority to get this changed. If you are no longer the Main Provider of the
Student, please adjust your records accordingly.

Warning occurred on record: 3 (Student: 22298524: Smith, Chuck Date of Birth 31/03/00
The following errors were found in the record:

- This record has been ignored as the academic year of student with student number
22298524 does not match with the current record. Please contact the Data Services
dataservices@scsa.wa.edu.au for further assistance.
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Failed verification
The system is unable to verify the file and send for procesasthere are errors that need to be
fixed.Check all error messages produced by SIRS (see example below) and try to resolve them.

Example of a failed file verification message:

The Student Registration and Demographic (SRGDG): SRGDG1234S2Y11.csv has faile
verification due to the following errors:

Error occurred on record 13 (Student: 22082466: Black, EMmaDate Of Birth
07/08/1998). The following errors were found in this record:

- Home Suburb OSBORNE PARK was not a valid Australian suburb with postcode 60
WA. Please check that the suburb is valid under 'Administratid®uburb Postcode
Search'.

Failed processing
The system was able to verify the filit there were errors that prevented the information from
being processed by SIRS.

Example of a failed file processing message:

The Student Registration and Demographic (SRGDG): SRGDG1234Y1YUP.CSV has fa
processing due to the following errors:

Error occurred on record 348 (Student: 29135377: Surname: Smith, Given Name: Chuck
Of Birth 26/10/2005).

- Differing student details (Surname: Smith, Given Name: Chuck, Date Of Birth:
25/10/2005) already exists ime system with the specified student number: 29135377
Contact Data Services at dataservices@scsa.wa.edu.au to get this changed.

Check all error messages produced by SIRS and try to resolve them. To assist you with resolving
errors, refer toTroubleshootingn this section. If the issue has not been resolved, contact the Data
Services team alataservices@scsa.wa.edu.au

4.8.2 Upload confirmation

You can expect a message reporting the progress of yowpfitedwithin 15 minutes in either your
email inbox or irPrivate Messagesavailable from the home page thfe SIRSvebsite Processing

time depends on the number of files already queued in the system as well as the size of the files to
be processed.

Note:if you successfully upload a file with data that already exists in SIRS, data from the latest file
will replace the previous values.
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YourUpload Statugavailable on thdnvome page ofthe SIRSvebsite) will also change once a file has
been successfully uploaded (ss&eershot below).

Upload: Upload Students

[Load Students |
Load Students
Upload Type: |Student Registration and Demoagraphic (SRGDG)
File: | Browse...

Notify Email Address: |Iynn.galnra\tn @stsa.wa.edu.au

Student Upload Status
The following details the last time that SIRS processed a verified student registration file upload from your provider for students in the following academic years.

Year 12: Last upload on 11/05/2015

Year 11: Last upload on 18/03/2015

Year 10 : Last upload on 11/05/2015
Year 9: Last upload on 18/03/2015
Year 8: Last upload on 18/03/2015

Year 7 :

Jololelol

Last upload on 18/03/2015

See the table below for a key to tisudent SRGDJUpload Statussymbols.
Table 12:Section 4¢ Upload symbols key

Icon Meaning

@ Successful upload

0 Data notuploaded successfully

[L Time toupdate data in SIRSre-upload

CF', Processed with warnings

@ Your school may not have data for this section

@ Locked to schoolg no further uploads to the SIRS database

4.9 Troubleshooting

Some of the common error messagdhat arise when uploading the SRGDGdile listed below
Against each error message are suggestiorestist irresolving theeissues

Table 13:Section 4¢ Commonerror message$or the SRGDdle uploadand possiblesolutions

Example error messages How to resolve the problem

25035625 is not a valid student | If the WASNhas been mistyped in the scBd Q& RIF i} 6| 2
number data, generate a new file and try the upload again. If thehority
has provided the numbeicontactData Service® resolve this error.

Academic Year 13 must be a Theacademicyear must be a value betwedfand 12. Check the
number betweerKand 12 RFEGE Ay @2dz2NJ aOKz22f adaidisSvyQa
upload the file again.
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Example error messages How to resolve the problem

Another student already exists in
the system with the specified
student number: 19105959

Either another student is already registered under the specified
number, or the same student is registered under the specified
number but with a different date of birthCall the SIRS helpdesk to
resolve this problem.

Australian Aboriginal or Torres
Strait Islander was not specified

A required field is missing in your upload fitater the missing
RSGFAf& F2NJ GKS &aGdzRSydG Ayid2
and try the upload again

The valid codes ard = Aboriginal, 2 = Torres Strait Islander,

3 = Aboriginal and Torres Strait Islander, 4 = Neither, 9 = Not Sta

Calendar yea2020must be the
current year

You can only upload students for the current year. If you need to
update student details for past years, contact the Authority.

Home aldress Line 1 was not
specified

A required field is missing in your upload filater the missing
RSGFAf& F2NJ GKS &aGdzRSyd Ayid2
and try the upload again.

Home siburb BELMONT was not 3
valid Australia suburb with
postcode 6101 in WA

The suburb specified does not exist according to the Australia Po
database. Suburb names and postcodes must be correct. These
details can be checked under taministratior>Suburb Postcode
SearckMaintenarcemenu in SIRS.

Home siburb was not specified

A required field is missing in your upload fiater the missing
RSGIFIAE&a FT2NJ GKS addzRSyid Ayiaz
and try the upload again.

Invalid COS Provider code 4000 f
year2025

The provider code you have supplied is not a valid code for the
currentyear. @ NNB OG G KS RSGIFIAfa gA0GK
generate a new file and upload the file again. If you believe your
provider code is valid, contact the Authority.

Invalid country ode 510546

The code must be a valid country code (not a name). Refer to the
Australan StandardClassification of Countries

Invalid DOB: 1/18/1996

The date of birth must be a valid date. Correct the data in the sch
system database, generate a new file and upload the file again.

Invalidlanguage spoken at home
4202002

Refer to the Australian Standard Classification of Language
(1201 = English).

Postaladdressihe 1 was not
specified

A required field is missing in your upload fitlater the missing
RSGFAEf&E F2N GKS &aGdzRRSyG Ayid2
and try the upload again.

Postalsuburb was not specified

A required field is missing in your upload fitlater the missing
RSGHAEA F2NJ GKS addRSyG Ayd2
and try the upload again.
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Example error messages ‘ How to resolve the problem

Record type must be: SRGDG

Note: usually followed by a numbel
of other error messages for each
record in the file

You are uploading a file that is nat 8RGD@le; however, at the
time of upload you selected this as your upload type. It is possible
that you have either selected the wrong file to upload or selected
wrong upload typeCheclwhat you are uploading and select the
appropriate upload type for the file.

Note:this error also occurs if your file is saved asXirSile instead
of a.CS\bor an .SCSVile.

Student identified by number:
24373211 has a name other than
specified xxx, yyy

The studen® @ame is different from the one in SIRBeck the
studentQ @etails in your scho6l database generate a nevsRGDG
file and uploadt again to update the name of the student. If the
student has changed their name or there is an incorrect spelling,
contact the Authorityia emailto make these changes.

Student number not specified

TheWASMAM & YA &aaiy3aoe / KSO1 GKS RI(
generate a new file and upload the file again. If the student does
have a numbercontact the Authority to request one.

The number of columns for this file
must not be less than 6Make

sure the uploaded file is a valid file
in either SCSV, CSV or fixed lengt
format and matches with the
selected type of Student
Registration (SRGDG)

You are uploading a file that is not.@S\or .SCS¥ixed length
formats. If you have opened the file previouslytmcelthen it is
likely the file is saved iBxcefformat. Reopen the file inExcel select
File, Save As and select the Save As agpeither aCS\or an .SCSV
file, save the file and upload #gain.

This error can also occur when the final column is expected to ha
information init, but nahing has beerentered. This error can be
overcome by entering a space using the spacebar into the columt
each student.

The specified studeft@revious
name is being ignore@s it is
exactly the same as student name
specified in this record

You are submittingn SRGDG file thabntains a studentvith a
previous name the same as their current name. In this instaBifeS
will not process the previous name of the studgmbwever, all other
records in the file have been processeéttluding any other changes
to this student record. This is a warning message only ianaost
casescan be ignored.

This record has been ignorgas
you are not defined in SIRS as the
Main Provider of the Student. Only
the Main Provider can update
Student Registration details. If you
are the Main Provider of the
Student, contact the Authority to
get this changed

You are trying to upload student registration or demographic data
when you are not defined in SIRS as kein Provider Your file has
been processecut this record was ignoreds only theMain
Providercan update student details. If you are tMain Providermof
the student as the student has recently transferred to your school
contactData Servicetd resolve this issue. Not being théain
Providerof a student will not prevent yofrom enrolling the student
into offerings or providing an achievement.

We are unable to process this
record as the last date for
demographic changed43/11/2020
to Year 12 foR020has passed.
Contact the Authority if you still
need to make changes to your
dGdzRSydaQ RFGI

You are trying to upload student registration or demographic data
after the last date for changes to Year 12 student data has passe
You will be unable to upload this file and must contact the Author
if you need to make changes to your stud@mecords.The database
is generally only locked for Year 12 uploads in late November/ea
December each year.
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Example error messages How to resolve the problem

Invalidarrival date: 4072008 You are uploading data with students who have visa subclass
information, and the arrival date is ianincorrect format.Format as
either dd/mm/yyyy or agext andensure there is a 0 in front of any
singledigit date.

Arrivaldate not specified You are trying tauploaddatawhere there is visa suttass
information incolumn BH, but there is no arrival date. The system
will always look for an arrival date where there is visa subclass
information.

4.10  Further help

For issues relating to the information contained in hata Procedures ManuaD25 contactthe
Data Servicgteam atdataservices@scsa.wa.edu.au
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Note: screenshots are for illustration purposes oniind mayshow a date prior to 2025.
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5.1 Registration of teacher information

Schools using the Brightpath program are required to upload a teacher registration file (THREG) into
SIRS. This information is necessary for Brightpath to create class lists for assessment purposes.

If this file cannot be generated by the database program in use by your school, an Excel spreadsheet
will need to be created. More information about setting up an Excel database for teacher
registration is available in this next section.

5.1.1 Primary students

For primary studentghe data in Column BN (class identification) in the SRGDG file should be
consistent with the information in Column K (class identification) in the THREG file to ensure that
aGdzRSyd OflFaasSa Oly 0SS YIGOKSR G2 dfdtshanBt SOl yi
class or room number, as appropriate to each schblis should be a maximum of 20 characters in

length. If a teacher has a split class (e.g. Years 2/3), enter a row of information for each academic

year using the sameads identification (e.dRoom 14).

5.1.2  Secondary students

Secondary studentshould beuploadedinto SIRSvith class IBreflectingtheir English classes. The
teacher registration file should include the teachers of those English classes with matching class IDs.

If secondary schools wish to use the Mathematics scale, but Mathematics classes do not have the
same groupings as the English classes, this will need to be manually resolved by Brighuptzttt
Brightpathat support@brightpath.com.ato arrange for Mathematics classes to be set up in their
system.

5.2 Setting up an Excel database for teacher
registration

Schools that use Excel as their database to enter teacher registration information are required to lay
out data in a specific format to ensure it can be uploaded into SIRS.

The screenshot below shows the required format for all columns in the teacher registration (THREG)
file. For example, th®ecord Typés required in Column A, thicademic Year (of clasis) required
in Column B etc. One row of information must be provided for each class.

o B B D E F G H | J K
Academic Administration| Class
Record | Year (of | Calendar| School | Teacher Teacher Teacher TRBWA Rights for Identifi-
1 Type class) Year Code Title Surname Given Name Number Work Email Address Brightpath cation
z THREG 2 2016 1234 |Miss Smith Sally-Ann 12345456|ssmith@education.wa.eduau  |Y Year 2/3
z THREG 3 2016 1234 |Miss Smith Sally-Ann 12345456(ssmith@education.wa.eduau  |Y Year 2/3

The layout requirements for all columns in tte&acher registratiorExcel database are specified in
Tablel4. Refer to the notebelow thistable (under the headinfHREG column detajlswvhich
provide specific information requirements for each column.

Notes:
i Once the database has been formatted and data entered into the Excel document, the header
row must be removed, and the document saved a8&a\bor an .SCSVile before it can be
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uploaded into SIRS. Failure to save in this format will prevent the data from being uploaded into
SIRS.
1 The file will not upload successfully if a mandatory field is left blank.

Table 14:Section5 ¢ Excel format for teacher registration files

Column Column

Field name Comment

number  reference
THREG
! A Record type Maximum field length = 5
Mandatory
2 B Academic year Maximum field length = 2
Must be K, PP or QD6
Mandatory
3 C Calendar year Maximum field length = 4
Must be current year in YYYY format
Mandatory
4 D Provider code Maximum field length = 10
Unique school code
. Mandatory
5 E Teachettitle Maximum field length = 10
Mandatory
6 F Teacher family name Maximum field length = 30
Recommend using title case, not block capitals
Mandatory
7 G Teacher given name Maximum field length = 30
Recommend using title case, not blapitals
Mandatory
8 H Teacher registration Issued by TRBWA
number Maximum field length = 15
Must be a whole number
Mandatory
9 I Work email address Used for the User ID

Maximum field length = 100

- S Mandatory
10 J g::mr:?ls;ttrstlon rights for Maximum field length = 1
ghtp YorN
Mandatory
Thisisusedii 2 A RSy GAFTe (G(KS
11 K Class identification group as specified by the provider (e.g. class ABC

For aPrincipal,Deputy or other support staff, use
ADMIN.
Maximum field length = 20
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THREG column details
One row of information must be provided for each teacher and each year group they are teaching.

Record type (Column A)
This is always THREG for this type of file.

Academic year (Column B)
If the teacher is responsible for more than one academic year group, each one must be entered in a
different row of the spreadsheet.

K = Kindergarten, PP = Rmemary, 1 = Year 1, 2 = Year 2,3 =Year 3,4 = Year 4,5 = Year 5, 6 = Year 6
and any administrative positions that encompass all year groupsPrngipal, Deputy Principal,
support, languages other than English (LOTE) etc.

Calendar year (Column C)
The current calendar year.

Provider code (Column D)
The fourdigit school code. Note: grovider is a school or organisation authorised to offer the WACE.

Teacher title (Column E)
The title the teacher is known by, e.g. Mr, Mrs, Miss, Ms, Dr etc.

Teacher family name (Column F)
tKA&d A& GKS GSIFOKSNNa FlrYAfe yIFYS Fa NB3IAAG

(0p))
&

N

Teacher given name (Column G)
¢tKAad A& GKS GSIFOKSNNa 3IALBSY yIYS |a NB3IAaAGSNB
with the TRBWA, it must be used here, e.g. Jennifer, not Jenny; David, not Dave.

puj

Teacher registration number (Column H)
The number issued by the TRBWA.

Work email address (Column 1)
This is requiredo generatelogindetailsfor Brightpath.

Administration rights for Brightpath (Column J)
Y or N¢ it is mandatory to inform Brightpathboutwho has administration rights.

Clasgdentification (Column K)
This is required to match with the class identifier of the student to ensure class lists are correct. It
could be a class number, name or other identifier. This is-digiofield.

5.3 Saving data for SIRS

Once all required information has been entered into a database, the data misstvMeel as aCSV
file oran .SCSVile before it can be uploaded into SIRS. Failure to save in this format will prevent the
data from being uploaded into SIRS.
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File naming
The file nameonvention is:

XXXXXSSSSTTYYY.csv
where XXXXX= record type, e.g. THREG
SSSS-= the provider/school code, e.g. 1234
TT =S1, S2, Y1 for semester or ykarg data
YYY = ALL for all teachers

Example
The file name of teacher registration for provider/school 5034 for all teachers would be
THREG5034Y1ALL.CSV

5.4 Uploading data into SIRS
Once data has been saved a&\ile or an .SCSVile, it can be uploaded into SIRS.

1. To upload a teacher registration file:

2. In the blue horizontal navigation barover over the ——— Ropors Admin
Uploadstab (see screenshot to the right). -

3. Click on Upload Brightpath Files. The Load Brightpath FiI Upload Brightpath Files I
fields appear.

4. In Upload Type, select Teacher Registration (THREG) (see screenshot below.)

Load Brightpath files |

Load Brightpath Files

Upload Type: Teacher Registration (THREG) ﬂ

5. To locate the required file on your computer, click on Brewsebutton.

6. On a Windows operating system, tldoose Filéo Uploadscreen will appear. Navigate to the
folder where the required file is storeahd click on it

7. Click orthe Openbutton. The drive, folders path and file name will appear inFilefield (see
example in the screenshot below).

Upload: Upload Brightpath Files
Load Brightpath files

Load Brightpath Files

Upload Type: [ Teacher Registration (THREG) V]

File: |C:‘.Users‘.galbl\.Documents‘.THREG1 234Y1ALL csv Browse...

Notify Email Address: |auth0rityps@educalion.wa_edu.au

Note: for mostRTP/SIS government schools
1 the export path will beK\keys integris\ outbox

Note: theemailaddress of the person uploading the file will automatically appear. SIRS will send an
email message to this person to report the status of the upload.
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8. ClickUpload File for Processingr you can click on th€losebutton to exit without continuing
with the upload.

Note: you can check the progress of your upload in either your email inboXPoiveite Messages
available from the home pag# the SIRSvebsite

5.4.1 Email messages

Email messages are generated by SIRS and sent to the person uploading the file. These emails may
have any of thdollowing messages.

Successfully verified
The system will place the file in the queue for processing and you will receive another email
regarding processing.

Successfully processed
The system has processed the file and there were no problems found.

Processed with warnings

This file has been processed, but the system has ignored certain records. Occasionally the warnings
Oy 06S A3Jdy2NBRXZ o0dzi a42YS 46FNyAy3aa Ydzad oS RS
are affected.

Failed verification

The system is unable to verify the file and send for processing, as there are errors that need to be
fixed.

Failed processing
The system was able to verify the file, but there were errors that prevented the information from
being processed by SIRS.

Check all error messages produced by SIRS and try to resolve them before contacting the Data
Services team alataservices@scsa.wa.edu.au

5.4.2 Upload confirmation

You can expect a message reporting the progress of yowpfitadwithin 15 minutes in either your
email inbox or irPrivate Messagesavailable from the home pag¥ the SIRSvebsite Processing

time depends on the number of files already queued in the system as well as the size of the files to
be processed.

Note: if you successfully upload a file with data that already exists in SIRS, data from the latest file
will replace the previous values.

YourUpload Statugavailable on the home page thfe SIRSvebsite) will also change once a file has
been successfully uploaded (see screenshot below).

5.5 Further help

For issues relating to the information contained in ataProcedures Manual 282 contact the
Data Services team dataservices@scsa.wa.edu.au
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6.1 Overview

Schools are required to provide the Authority with records of student enrolments. In 2025, schools
will provide data to the Authority about the following courses and programs.

Courses

ATAR

General

Foundation

VET industry specific
Preliminary

=A =4 =4 4 =4

Programs

1 VET qualifications

1 Endorsed programs

1 DTWD funded VET skill sets

In 2025, Year 11 and Year 12 students can enrol in ATAR, General, Foundation, VET industry specific
and Preliminary courses.

6.2 Course units

Before you start inputting information into your database, it is important to understand the
eligibility requirements for different courses and deadlines for different types of enrolments.

6.2.1 Year 12 enrolments

Insummary, and subject to eligibility requirements, Year 12 students:

9 areableto enrol in Year 12 ATAR, General, Foundation, VET industry specific and Preliminary
course units (Year 12 students who are enrolled in a VET industry specific unit will also need to
be enrolled in the associated VET qualification and the Authdatyelgpped Workplace Learning
[ADWPLendorsed program)

1 mayenrolin Year 11 ATAR, General, Foundation, VET industry specific and Preliminary course
units.

6.2.2 Year 11 enrolments

In summary, and subject to eligibility requirements, Year 11 students:

9 are ableto enrolinto Year 11 ATAR, General, Foundation, VET industry specific and Preliminary
course units (Year 11 students who are enrolled in a VET industry specific unit will also need to
be enrolled in the associated VET qualification and the ADWPL endorsed program)

9 are ableto enrolinto Year 12 General, Foundation, VET industry specific and Preliminary course
units

1 may enrolin Year 12 ATAR courses only if they are on accelerated pathways. In these cases,
students who sit the ATAR course examination in Year 11 cannot sit the examination in the same
course when they are iMear 12.
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6.2.3 Deadlines for Year 11 and 12 enrolments

Deadlines for enrolments for Year 11 and 12 students studying units in ATAR, General, Foundation,
VET industry specific and Preliminary coutsdse uploaded into SIRBe available on the Authority
website on theActivities Schedule page (https://www.scsa.wa.edu.au/publications/activities
schedule)

6.2.4 Information about ATAR, General and Foundation courses

Students completing the WACE in 2025 must meet the following requirements:
1 Breadth and depth
A Completion of a minimum of 20 units, which may include unit equivalents attained through
VET and/or endorsed programs. This requirement must include at least:
0 aminimum of ten Year 12 units, or the equivalent
o four units from an English learning area course, p@sar 10, including at least one pair
of Year 12 units from an English learning area course
0 one pair of Year 12 units from each of List A (arts/languages/social sciences) and List B
(mathematics/science/technology).
1 Achievement standard
A Achievement of at least 14 C grades or higher (or the equivalent) in Year 11 and 12 units,
including at least six C grades (or equivalents) in Year 12 units.
A Completion of:
0 atleast four Year 12 ATAR courses, or
o atleast five Year 12 General courses (or a combination of General dadhrpe
Yearl2 ATAR courses); equivalentor
o a Certificate Il (or higher) VET qualification in combination with ATAR, General or
Foundation courses.
9 Literacy and numeracy standard
A Demonstration of the minimum standard of literacy and numeracy.

Refer to theWACE Manual 2026r the explanatory notes relating to the WA@Hguirements

The two Year 11 units are typically studied and reported to the Authority as a pair but may be
studied and reported separately.

The two Year 12 units must be studied and reported to the Authority as a pair.

Course units must be completed sequentially, with Year 11 units (Units 1 and 2) being undertaken
before Year 12 units (Units 3 and 4), unless students enrol directly in Year 12 units without
completing Year 11 units.

Enrolment in Year 11 units after completing Year 12 units in the same course will not be permitted.

Students can enrol in a maximum of two units in a subject course type (e.g. ATAR course) in a given
year, except in the ATAR and General courses with defined contexts. For example, a student could
not enrol in AEENG, or ALENG and A2ENG, together with AT EMGame year.

The Authority recommends schools enstlidentsin pairs of units in both Year 11 and Year 12.
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The forms below aravailable on the Authority website on thfgplications and Order Forms page

(www.scsa.wa.edu.au/forms)

1 Year 12overseas full fegpaying student declaration forifin the Declarations section)

1 Year 10 and Year Iierseas full fe@aying student declaration forifin the Declarations
section)

1 Nonschool candidate enrolment for(in the Enrolments section).

A

b2GSY GKS FT2N¥a INB I GFLAtlrotS F2NIftAYAGSR LISNA2F

6.2.5 ATAR course examination candidates

ATAR course examinations are designed for Year 12 students. Year 12 students enrolled in Year 12
ATAR courses (Units 3 and 4) are required to sit the ATAR course examination in that course. There
are no exemptions from sitting ATAR course examinations.

If students do not sit an ATAR course examination and do not have an approved
Sickness/Misadventure Applicatitor not sitting the examination in that course, the pair of units
completed in that year will not contribute towards any of the WACE requirements. Students who do
not sit the ATAR course examination will not have a course mark or grade recorded on ASHAN

nor will they receive an ATAR course report. For ATAR courses with practical components, students
must complete both the written and practl examinations.

Year 11 students can sit an ATAR course examination in an ATAR course when they are exiting a
course (i.e. do not intend to study that course when in Year 12).

Students who sit the ATAR course examination in Year 11 cannot sit the ATAR course examination in
the same course when they are in Year 12.

6.2.6  Eligibility to study Foundation courses

Students who have demonstrated:

1 the minimum standard of literacy for the WACE in Year 9 NAPLAN or Year 10 (via the OLNA) are
not eligible to enrol in Foundation English and other List A Foundation courses in Year 11 and
Year 12

1 the minimum standard of numeracy for the WACE in Year 9 NAPLAN or Year 10 (via the OLNA)
are not eligible to enrol in Foundation Mathematics and other List B Foundation courses in
Year 11 and Year 12, unless they have not demonstrated the minimum standard of literacy for
the WACE, as the List B Foundation courses place an emphasis on both literacy and numeracy.

Students who demonstrate:

1 the minimum standard of literacy for the WACE in Semester 1 of Year 11 are not eligible to
continue in the LisA Foundation courses in Semester 2 of that year except in circumstances
where, in the professional judgement of the school, students would befiei continuing
enrolment in the Foundation course/s

1 the minimum standard of numeracy for the WACE in Semester 1 of Year 11 are not eligible to
continue in the List B Foundation courses in Semester 2 of that year unless they are yet to
demonstrate the literacy standard for the WACE or except in circumstavioexe, in the
professional judgement of the school, students would benefit from continuing enrolment in the
Foundation course/s
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1 the minimum standard of literacy for the WACE in Semester 2 of Year 11 or during Year 12 will
be permitted to continue in Foundation English and other List A Foundation courses in Year 12

1 the minimum standard of numeracy for the WACE in Semester 2 of Year 11 or during Year 12 will
be permitted to enrol in Foundation Mathematics and other List B Foundation courses in
Yearl?2.

Students who are yet to sit either NAPLAN or OLNA

Where students have no prior NAPLAN or OLNA test evidence, schools will be able to make a
professional judgement on their abilities and, if appropriate, apply to enrol them into Foundation
courses from the start of Year 11.

Schoolsarerequired to complete an application form for enrolment in Foundation courses through a
process that requirean explanation of the reason for enrolling a student directly into a Foundation
course when they have not met the eligibility requirements for Foundation courses. This ssuire
declaration from the schod¥incipal that, based on the evidence available, the enrolment of the
student in the Foundation course is educationally appropriate.

Applicationsare sent to the Data Services team for approval by the Assistant Executive Digector
Examinations, Certification and Testing. The Authority corshrcudit of enrolments in

Foundation course units undertaken in conjunction with school grading reviews for other courses
where evidence of a significant increase in enrolments signals a possible school misuse of the
enrolment process.

This application form is available on the Authority website onApglications and Order Forms page
(www.scsa.wa.edu.au/forms)

OLNA results and Year 11 enrolments in Foundation course units

Once OLNA results become available after each of the Term 1 and 2 windows, schools must check to
see which of their Year 11 students have demonstrated the minimum standard of literacy and/or
numeracy and are no longer eligible to continue in the associateohdation course units in

Semester 2.

Generally, this means that students who have been enrolled in Foundation course units in Year 11
and who have met the standard in literacy and/or numeracy via the OLNA are required to enrol in a
General or ATAR course in Semester 2.

In some circumstances, schools may apply to the Authority seeking permission for a student to
remain in the Foundation courselsy completing theApplication for exemption from enrolment

eligibility criteria for Foundation unitsForm Cavailable on the Forms page of the Authority

website Applicationsaresent to the Data Services team for approval by the Assistant Executive
Director¢ Examinations, Certification and Testing. The Authority corsrcudit of enrolments in
Foundation course units undeitan in conjunction with school grading reviews for other courses

where evidence of a significant increase in enrolments signals a possible school misuse of the revised
enrolment process.

To assist schools to identify which Year 11 students must change their enrolments (due to
demonstrating the minimum standard of literacy and/or numeracy for the WACE), schools need to
generate theCSE188 Foundation course eligibility repart SIRS
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To generate £SE188port:

1. In the blue horizontal navigation bar, hover over fReportstab.

2. Click on Other Reports.

3. In Report type, select Enrolments aimReport select CSE18Foundation course eligibility
report from the dropdown lists

Note: if schools run this repolieforethe OLNA results are available, it will generat#damkresult.

To apply for an exemption, complete the foawailable on the Authority website on the
Applications and Order Forms page (www.scsa.wa.edu.au/forms)

6.2.7 Eligibility to study Year 11 and Year 12 Preliminary courses

Enrolment in Preliminary courses is restricted to students who have been identified as having a
learning difficulty or intellectual disability and are unable to engage with the level of Foundation
courses Refer to theWACE Manual Z5 for further details relating to eligibility.

Schools may be asked to provide evidence to the Authority through an audit process for students
they enrol in Preliminary courses. Importantly, Preliminary courses do not contribute towards the
achievement of a WACE; however, all completed Preliminaryseswrill be listed on a WASSA.
Enrolling students in Preliminary courses unnecessarily will considerably reduce their opportunity to
achieve a WACE.

6.2.8 Enrolment in a WACE language course

Information about applying for permission to enrol in a WACE language course is available on the
Authority websiteon the WACE Language applications page (https://www.scsa.wa.edu.aarsis
srmsinfo/srms-information/wacelanguageapplications)

Students seeking to enrol in the WACE ATAR or General Year 11 or Year 12 language courses listed
below must apply foeligibility approval in the year prior to their first enrolment in the course,

typically in Year 10 for study in Year, £ theAuthority student portal
(https://studentportal.scsa.wa.edu.au)

Chinesg(Second Language, Background Language, First Language)
French(Second Language, Background Language)

German(Second Language, Background Language)

Hindi (Second Language, Background Language)
Indonesian(Second Language, Background Language)

Italian (Second Language, Background Language)
Japanes€Second Language, Background Language)
Korean(Second Language, Background Language)

Punjabi(Second Language, Background Language)

Tamil(Second Language, Background Language)

=A =4 =4 4 -4 4 4 -4 -4 -4

Schools must endorse WACE language applications VBRMS (https://srms.scsa.wa.edu.atipe
Authority will then make the final determination of the course in which the student is permitted to
enrol. The school cannot enrol the student in a WACE Language course in SIRS until the
determination is recorded in the SRMS
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6.2.9  English as an Additional Language or Dialect eligibility

Students seeking to enrol in the English as an Additional Language or Dialect (EAL/D) courses must
have eligibility approval. Informatioamboutthe eligibility process for ATAR, General and Foundation
EAL/D courses is available on the Authority website orEtinglish as an Additional Language or

Dialect page (https:/seniesecondary.scsa.wa.edu.au/syllabasd-support
materials/english/englistasan-additionaHanguageor-dialect)

Forthe school to enrol a student ithe Year 12EAL/DATARcourse the student must submit a

Yearl2 EAL/DATAR eligibility declaration via theithority student portal
(https://studentportal.scsa.wa.edu.auThe school must then endorse this declaratiaa theSRMS
(https:/srms.scsa.wa.edu.aupuides and deadlines for this process can be found onAh¢E

course pageThe school cannot enrol the student in the YeaER2/DATAR course in SIRS until the
PNAYOALI f QaF RSUGUSNXAYIFGA2Y Aa NBO2NRSR Ay (KS {wa

6.3 Vocational education and training

{OK22fta ySSR (2 NBLR2NI I addRSydQa 9¢ SyNRfYSY
schoolswishingli 2 KI @S | aiddzZRSydQa ,SIFENJ & £9¢ NBadzZ Ga |y
WACE must seek permission from the Authority.

TheApplication for recording of enrolment and achievement of VET units of competency (delivered
through VET credit transfer) VET qualificatigiear 9 students, 20Z6rm is available othe
Authority website on the\pplications and Order Forms page (www.scsa.wa.edu.au/forms)

6.4 Endorsed programs

Schools are required to use SIRS to enrol students in endorsed programs. Each endorsed program is
assigned a unique identifier code of up to seven charagcvenich isto be used when uploading
endorsed program enrolments into SIRS.

Schools should ensure that the endorsed prograney offer appear on the list of endorsed
programson the Authority websiteThecomplete list of endorsed programs and their individual
codes is available on tHendorsed Programs page (https://senior
secondary.scsa.wa.edu.au/syllabaisd-supportmaterials/endorseegprograms)

6.4.1 Enrolment declaration form

Before endorsed program enrolments are uploadedhcipals are required to certify that the
endorsed programs in which students are enrolled are offered under the conditions listed on the
form. This form covers student enrolments for YeHds 11 and 12.

6.5 Recording data

Data can be entered into school database systems, including, but not restricted to, Civica MAZE,
Administration of Schools (AoS), Reporting to Parents (for most public schools), SEQTA and
Synergetic. To find out how to record data in these systems, cotitacoftware supplier or refer to
Database programfr links to user manuals.
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If your school records data using Excel, the data must be formatted correctly. Failure to format data
correctly will prevent the data from being uploaded into SIRS. Refer to the following instructions on
how to set up an Excel database for enrolments.

6.6 Setting up enrolment databases in Excel

Schools that use Excel as their database for enrolments are required to lay out data in a specific
format to ensure it can be uploaded into SIRS.

Information can be found in this section on how to set up an Excel database for:

1 Course enrolments (ENCOS)

1 VET unit of competency enrolments (ENVET)

9 Department of Training and Workforce Development (DTWD) funded VET skill set unit of
competency enrolments (ENSKILL)

1 Endorsed programs enrolments (ENEND)

6.6.1  Setting up an Excel database for course enrolments

(ENCOS)
A B € D E F G H 1 ] K L

Semester
Quali- WA Student = Student - either 1,
Record  Provider Course  COSor fication =~ Student  Family Given  Calendar Academic 2 or 3 for
1 Type Code Code VETCOS Unit Code Code Number  MName Name Year Year full year
2 |ENCOS 1234 ELD COs ATELD 23445678 Student Jane 2018 12 3
3 |[ENCOS 1234 I15C COs ATISC 23445678 Student Jane 2018 12 3
4 |[ENCOS 1234 MAE Cos ATMAE 23445678 Student Jane 2018 12 3
5 |ENCOS 1234 MDT COs GTMDTW 23445678 Student Jane 2018 12 3
6 |[ENCOS 1234 REL COs ATREL 23445678 Student Jane 2018 12 3
7 |ENCOS 1234 MAE Cos AEMAE 24345967 Jones John 2018 11 3
& |[ENCOS 1234 MDT COs GEMDTW 24345967 Jones John 2018 11 3
9 |[ENCOS 1234 REL COs AEREL 24345967 Jones John 2018 11 3

The screenshot above shows a section of the required format for the course enrolments database in
Excel. For example, thRecord Typés required in Column A, tHerovider Codes required in

Column B etc. Each row records a course unit enrolment for one student (i.e. three rows are
required for a student enrolled in three courses).

The layout requirements for all columns in the course enrolments Excel database are specified in the
table below. Screenshots of all required columns are included following the table.

Notes:

1 Once the table has been formatted and data entered into the Excel document, the header row
must be removed, and the document saved a€8\or an .SCSV¥ile before it can be uploaded
into SIRSrailure to save in this format will prevent the data from being uploaded into SIRS.

9 The file will not upload successfully if a mandatory field is left blank.
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Table 15:Section6 ¢ Excel file format for course enrolments (ENCOS)

Column Column .
Field name Comment
number reference
ENCOS
! A Record type Maximum field length = 5
Mandatory
2 B Provider code Maximum field length = 10
Unique code for the course provider
Mandatory
3 C Course code Maximum field length = 12
Unique code for the course
Mandatory
Maximum field length = 6
Either VETCOS or COS
Thisidentifies the enrolment into a VET industry specific
4 D Course type course or other course. For example, this would be set
VETCOS where the student enrols into the VET industr
specific Business and Financial Services course, while
would be set to COS if the stuateenrols into the Media
Production and Analysis course
Mandatory
. Maximum field length = 12
5 E Unit code Unique code for the course unit that the student is
enrolling in, where the course type is COS or VETCOS
Mandatory¢ where the course type is VETCOS
Leave blank where the course type is COS
6 F Qualification code Maximum field length = 12
This is the qualification code specified in the VET indus
specific course documentation
Western Australian | Mandatory
7 G student number Maximum field length = 15
(WASN) Must be a valid WASN issued by the Authority
Mandatory
8 H Student family name | Maximum field length = 40
Recommend using title case, not all capitals
Mandatory (optional if student only has a family name)
9 | Student given name | Maximum field length = 40
Recommend using title case, not all capitals
Mandatory
10 J Calendar year Maximum field length = 4
Must be current year in yyyy format
Mandatory
11 K Academic year Maximum field length = 2
Must be one of the followingalues: 10, 11, 12
Mandatory
12 L Semester Maximum field length = 1

Must be 1 = Semester 1, 2 = Semester 2, 3 =lpear
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Column Column

Field name Comment
number reference
Mandatory
*
13 mo | Somactteacher® - imum field length = 30
family name oY .
Recommend using title case, not all capitals
Mandatory
3
14 N Cpntact/teacher Maximum field length = 30
given name Y .
Recommend using title case, not all capitals
Mandatory except for overseas schools
15 o Contact/teacher Issued by TRBWA
registration number | Maximum field length = 15
Must be whole number
Mandatory
16 p Class identification This is the name to |<jent|fy the teacher class group as
specified by the provider (e.g. class 1)
Maximum field length = 20
17 0 Contact/teacher Mandatory
email address Maximum field length = 100
Mandatory
E = enrolled
18 R Enrolment activity for] W = withdrawn
course Maximum field length = 1
Withdrawn from course will withdraw all course units ar|
integrated UoC for the course
Mandatory
E = enrolled
19 S Enrolment activity for] W = withdrawn
course unit Maximumfield length = 1
If enrolment activity for the course unit is enrolled, then
enrolment activity for the course cannot be withdrawn

A =

FeSOKSNRE yIYS akK2dd R 0S8 SE

FOGte a NBIAAUSNBR
Excel database for course enrolments (ENCOS)

See belowor a complete breakdown of the fields within the ENCOS database.

A B C D E F G H I J K
Student  Student
Record Provider Course COSor Quali- WA Student Family Given Calendar Academic

1 Type Code Code VETCOS UnitCode fication Number Name Name Year Year

2 |[ENCOS 1234 ELD Ccos ATELD 23445678 Student Jane 2025 12
3 |[ENCOS 1234 I15C cos ATISC 23445678 Student Jane 2025 12
4 |[ENCOS 1234 MAE cos ATMAE 23445678 Student Jane 2025 12
5 |[ENCOS 1234 MDT cos GTMDTW 23445678 Student Jane 2025 12
6 |[ENCOS 1234 REL cOos ATREL 23445678 Student Jane 2025 12
7 |[ENCOS 1234 MAE cOos AEMAE 42531234 Jones John 2025 11
8 |[ENCOS 1234 MDT Ccos GEMDTW 42521234 Jones John 2025 11
9 |[ENCOS 1234 ENG COs AEENG 42571234 Jones John 2025 11
10 ENCOS 1234 VPI WVETCOS WEVPIA  AHC201Lr 42561234 Jones John 2025 11
11 ENCOS 1234 VPI VETCOS VTVPIA  AHC20111 42561234 Jones John 2025 11
10
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L

Semester-
eitherl,2or3
fforfull year

W W W w W wwwww

M N O P Q R s
Class

TeacherFamily Teacher Given Ide ntifi E=Enrol E=Enrol
Name Name TRBWAMNO. cation Teacheremail address W=Withdrawn W=Withdrawn
Corbin Albert 33067670 1 albert.corbin@xxx E E
Smith George 32033028 1 george.smith@xxx E E
Johns Kate 32044281 3 kate.johns@xxxcx E E
Roberts Bruce 32059712 1 Bruce.Roberts@xxxx W W
Staver Jane 33078951 4 Jane.Staver@xxxxy W W
Hanson John 34025689 1 John.Hanson@xxxx E E
Potter Mary 32025687 2 Mary.Potteri@xxxx E E
Franks Lloyd 33045896 1 Llyod.Franks@xxxx W W
Lawson Tim 32055687 4 Tim.Lawson@xxxx W W
Lawson Tim 32055687 4 Tim.Lawson@xxxx W W
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Notes to table

Leading zero in a number

To prevent Excelutomaticallyremoving a number

that leads with a zero (as is the case of study reason ”
e.g. 01 to get a job), you wileed to formatthe cell. q

nting Text format cells are treated as text even when a number is in the cell.
The cellis displayed exactly as entered.

Format Cells 7 x

umber  Alignment Font Border Fill Protection

sample

To put the column into the required format:

1. Clickonthe top of the required column to
highlight the whole column.
Rightclick the mouse.
Choose Format Cells.

Click on theNumbertab.
UnderCategory click onText
Click on theOKbutton. e

2

When the study reason is typed into the column, the leading zeros will be preserved. This procedure
should be used when the field may hadata with a leading zero.

Next step

6.7 Saving enrolment data foipload intoSIRS

6.6.2  Setting up an Excel database for VET unit of competency
enrolments (ENVET)

A B C D E F €] H | J
Record  Provider Course Course . Qualification Unit of TO RT[:.] WA
Tvoe Code Code Tvoe Unit Code Code Competency Code Location  Student
P yp Code Code Mumber
2 |ENVET 1234 S2824WA CPCCCM1015 52786 23811233
3 |[ENVET 1234 S2B24WA CPCCCM2001 52786 23811233

The screenshot above shows a section of the required format for the VET unit of competency
enrolments database in Excel. For example,Rieeord Types required in Column A, therovider
Codeis required in Column B etc.

The layout requirements for all columns in the VET unit of competency enrolments Excel database
are specified iMable 16. Screenshots of all required columns are included following the table.

Notes:

1 Once the table has been formatted and data entered into the Excel document, the header row
must be removed, and the document saved a€8\or an .SCSVile before it can be uploaded
into SIRSFailure to save in this format will prevent the data from being uploaded into SIRS.

9 The file will not upload successfully if a mandatory field is left blank.
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Table 16:Section6 ¢ Excel file format for VET unit of competency enrolments (ENVET)

Column  Column .
Field name Comment
number reference
ENVET
1 A Record type Maximum field length =5
Mandatory
2 B Provider code Maximum field length = 10
Unique code for the course provider
Optional
Maximum field length = 12
3 c Course code pnlque cer of the course that the unit of competency
integrated into
Leaveblank if the unit of competency is a credit transfer
UoC
Optional
4 D Course type Maximum field length = 6
yp Must be VETCOS when the UoC is integrated into a VE
industry specific course, otherwise leave blank
Optional
Maximum field length = 12
5 £ Unit code Leave blank for a credit transfer unit of competency
enrolment
Mandatory when VET industry specific course code is
specified
Mandatory
e Maximum field length = 12
6 F Qualification code Unique code for the qualification the student is working
towards by completing this unit of competency
Mandatory
7 G Unit of competency Maximum field length = 12
code Unique code of the VET unit of competency the studen
enrolling in
. - Mandatory
S n e Maimum feld e = 10
co?je P The unique code of the RTO offering the unit of
competency on behalf of the COS provider
Registered training Optional
9 I organisation location | Maximum field length = 10
code Must be RTO location code for a contracted RTO provi
Western Australian Mandatory
10 J student number Maximum field length = 15
(WASN) Must be a valid WASN issued by the Authority
Mandatory
11 K Student family name | Maximum field length = 40
Recommend using title case, not block capitals
Mandatory (optional if student only has a family name)
12 L Student given name | Maximum field length = 40

Recommend using title case, not block capitals
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Column  Column .
Field name Comment
number reference
Mandatory
13 M Calendar year Maximum field length = 4
In yyyy format
Mandatory
14 N Academic year Maximum field length = 2
Must be one of the following values: 10, 11, 12
Optional
Maximum field length = 1
15 0] Semester Mandatory for an enrolment in a UoC integrated into a
VET industry specific course unit enrolment
Must be 1 = Semester 1, Semester 2, 3 = yedong
Optional
Contact/teacher Mandgtow when given name or registration number is
16 P family name* specified
y Maximum field length = 30
Recommend using title case, not block capitals
Optional
Contactiteacher given Manq:_:\tory when family name or registration number is
17 Q name* specified
Maximum field length = 30
Recommend using title case, not block capitals
Optional
Contact/teacher Man.datory.when famlly name or given name is specifie
18 R registration number Maximum fieldlength = 15
9 Issued by TRBWA
Must be a whole number
Optional
19 S Class identification The name t_o identify the teacher class group as specifi
by the provider (e.g. Class 1)
Maximum field length = 20
Optional
Maximum field length = 1
Commencing course | 3 = commencing enrolment in the qualification or cours
20 T ; o L . e
identifier 4 = continuing enrolment in the qualification or course
from a previous year
8 = unit of competency or module enrolment only
- Mandatory
21 U SEtr;:?I(?;?Qt activity Maximum field length = 10
In dd/mm/yyyy date format
o Optionalg will need to be specified with results
22 \% Egttlment activity end Maximum field length = 10
In dd/mm/yyyy date format
Mandatory
Maximum field length = 2
Delivery mode 10 = classroorbased
23 W y 20 = electroniebased

identifier

30 = employmenbased
40 = other delivery (e.g. correspondence)
90 = not applicable (RPL or credit transfer)
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Column  Column .
Field name Comment
number reference
24 X lra'?eeniiscrlﬁlm Optional
PP P Maximum field length = 10
contract ID
Mandatory
25 Y Enrolment activity Ma_mmum field length = 1
E = enrolled
W = withdrawn
Optional
Maximum field length = 2
01 =togetajob
02 = to develop my existing business
03 = to start my own business
. ... | 04 =to try for adifferent career
26 z Study reason identifier 05 = to get a better job or promotion
06 =it was a requirement of my job
07 = | want extra skills for my job
08 = to get into another course
11 = other reason
12 = for personal interest or sefevelopment
Optional
Maximum field length = 1
27 AA | VET type Y = VET in schools
N = VET outside of a school arrangement
Optional
o8 AB Qualification Maximum field length = 1
enrolment Y = enrolled in full qualification to be completed
N = not enrolled in full qualification to be completed
Optional
Maximum field length = 4
Schoolbased SBT = _Schob_h_sed traineeship _ _
29 AC apprenticeship/ ASBT = Aboriginal schdmsed traineeship
traineeshi SBA = Schodlased apprenticeship
P ASBA = Aboriginal schdzdsed apprenticeship
PAIS Preapprenticeship in school
IB = Industrybased accredited course
Optional
Field length = 10
30 AD VET USI Alphanumeric

VET Unique Student Identifier (USI) is required for unit
competency result to contribute towards the WACE
requirements

A A N

YIYS &aK2dZ R 0S SEFOGfte& Fa NX3IAaA
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Excel database for VET unit of competency (ENVET) enrolments

See below for a complete breakdown of the fields within the ENVET database.

A B C D E F G H | J
Record Provider Course Course ) Qualificati Unit of RTQ WA
R code code . Unitcode on code competency| RTO code | location Student
: wp we code code Number
2 |ENVET 4321 CHC30121 [HLTWHS001 |22557 33221166
3 |ENVET 4321 CHC30121 |CHCDIVOO01 |22557 33221166
4 |ENVET 1234 VBF VETCOS  |VEVBFB BSB20120 |BSBTEC201 |50565 33113355
5 |ENVET 1234 VBF VETCOS  |VEVBFB BSB20120 |BSBTEC202 |50565 33113355
6 |ENVET 1234 VBF VETCOS  |VEVBFB BSB20120 |BSBOPS203 |50565 33113355
K< L M | Q P Q R 5 T
Student Student _ Contact/Te|Contact/Te |Contact/Te Class Commenci
i i Calendar | Academic acher acher acher |, e ..
Family Given Semester identificati| ng course
Year Year Family Given [ registratio . e
MName MName on identifier
Name Name n number
Smith lohn 2025 11 3 3
Smith lohn 2025 11 3 3
Parker Peter 2025 12 3 Flintstone |Fredrick |32050253 3
Parker Peter 2025 12 3 Flintstone |Fredrick |32050253 3
Parker Peter 2025 12 3 Flintstone |Fredrick [32050253 3
u A W X Y Z AA AB AC AD
Enrolment | Enrolment | Delivery Trameesh! Study Qualificati School-
. .. p/apprenti | Enrolment hased
activity activity mode hi activi reason VET type on ) VET U3l
startdate | end date | identifier ceship b identifier enrolment apprentice
contract ID shipftraine
31/01/2025|123/10/2025 |10 E ¥ BRPM38XM5E
31/01/2025 |23/10/2025 |10 E ¥ BRPMN38XM5E
31/01/2025 |123/10/2025 |10 E ¥ PLGRATGGU2
31/01/2025|123/10/2025 |10 E ¥ PLGRATGEGU2
31/01/2025 |23/10/2025 |10 E ¥ PLGRATGGU2

Notes to table

Leading zero in a number — —
Toprevent Excel automatically removing a number that| wree somet ot soser i potecion

Categony:

leads with a zero, such as a mobile number, you will | e

Humber
Currency

need tO format the Ce” Accounting Text format cells are treated as text even when a number is in the cell
. Date The cell is displayed exactly as entered

Time

Percentage
Fraction

1. Clickonthe top of the required column to highlight | s

Text
Special

the whole column.
Rightclick the mouse.
Choosd~ormat Cells

Click on theNumbertab.
UnderCategory click onText
Click on theOKbutton.

ook wN
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Note: the Unique Student Identifier (USI) is an optional field in the ENVET, RSVET and RSQUAL files;

K26SOSNE +9¢ | OKAS@OSYSyida oAdGK2dzi | | {L gAff y2i
O2y UNROGdzlS (261 NRa (GKS NBI[dANBYSyia 2F | addzRRSy
Next step

6.7 Saving data farpload intoSIRS

6.6.3  Setting up an Excel database for DTWD funded VET skill set
unit of competency enrolments (ENSKILL)

A B C D E F G H |
i i Unit of RTO Student | Student

Record | Provider | Skill set ] Wa Student i )

Competency |RTO code| location Family Given

type code code Number

. code code Mame Mame
2 |ENSKILL 1234|AE456 CHCCCS011 52786 228811223 (Smith John
3 |ENSKILL 1234 |AE456 CHCCOMOOS 52786 228811223 (Smith John
4 |ENSKILL 1234 |AE456 HLTINFOO1 52786 228811223 (Smith John
5 |ENSKILL 1234 |AE456 HLTWHS005 52786 228811223 (Smith John

The screenshot above shows a section of the required format for the DTWD funded VET skill set unit
of competency enrolments database in Excel. For exampleéRéoerd Typés required in Column A,
the Provider Codas required in Column B etc.

The layout requirements for all columns in the DTWD funded VET skill set unit of competency
enrolments Excel database are specifiedable 17. Screenshots of all required columns are
includedafter the table.

Notes:

1 Once the table has been formatted and data entered into the Excel document, the header row
must be removed, and the document saved a€8\br an .SCSVile before it can be uploaded
into SIRSFailure to save in this format will prevent the data from being uploaded into SIRS.

1 The file will not upload successfully if a mandatory field is left blank.

Table 17:Section6 ¢ Excel file format for DTWD funded VET skill set unit of competency
enrolments (ENSKILL)

Column  Column

Field name Comment
number reference
ENSKILL
1 A Record type Maximum field length =7
Mandatory
2 B Provider code Maximum field length = 10

Unique code for the course provider

Mandatory

Maximum field length = 12

Unique code for the skill set the student is trying to
achieve by completing this unit of competency

3 C Skill set code
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Column  Column .
Field name Comment
number reference
Mandatory
4 D Unit of competency Maximum field length = 12
code Unique code of the VET unit of competency the studen
enrolling in
. . Mandatory
e, | Maimum el e = 10
co%e P The unique code of the RTO offering the unit of
competency on behalf of the COS provider
Registered training Optional
6 F organisation location | Maximum field length = 10
code Must be RTO location code for a contracted RTO provi
Western Australian Mandatory
7 G student number Maximum field length = 15
(WASN) Must be a valid WASN issued by the Authority
Mandatory
8 H Student family name | Maximum field length = 40
Recommend using title case, not block capitals
Mandatory (optional if student only has a family name)
9 I Student givemame Maximum field length = 40
Recommend using title case, not block capitals
Mandatory
10 J Calendar year Maximum field length = 4
In yyyy format
Mandatory
11 K Academic year Maximum fieldlength = 2
Must be one of the following values: 11, 12
Optional
Contact/teacher Man(_jz_itory when given name or registration number is
12 L family name* specified
y Maximum field length = 30
Recommend using title case, not block capitals
Optional
Contact/teacher given Man(_jz_itory when family name or registration number is
13 M name* specified
Maximum field length = 30
Recommend using title case, not block capitals
Optional
Mandatory when family name aegistration number is
14 N Contact/teacher specified
registration number Maximum field length = 15
Issued by TRBWA
Must be a whole number
Optional
15 o Class identification The name to identify the teacher class group as specifi

by the provider (e.g. Class 1)
Maximum field length = 20
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Column  Column .
Field name Comment
number reference
Optional
Maximum field length = 1
Commencing course | 3 = commencing enrolment in the skill set
16 P : o L . . .
identifier 4 = continuing enrolment in the skill set from a previous
year
8 = unit of competency or module enrolment only
o Mandatory
17 Q SEtr;rr?I(;r;izgt activity Maximum field length = 10
In dd/mm/yyyy date format
. Optionalc will need to be specified with results
18 R Egtrglment activity end Maximum field length = 10
In dd/mm/yyyy date format
Mandatory
Maximumfield length = 2
Delivery mode 10 = classroonbased
19 S . ery 20 = electroniédbased
identifier
30 = employmenbased
40 = other delivery (e.g. correspondence)
90 = not applicable (RPL or credit transfer)
Mandatory
20 T Enrolment activity Mzixmum field length = 1
E = enrolled
W = withdrawn
Optional
Maximum field length = 2
01l =togetajob
02 = to develop my existing business
03 = to start my own business
: ... | 04 =to try for a different career
21 v Study reason identifier 05 = to get a better job or promotion
06 = it was aequirement of my job
07 = | want extra skills for my job
08 = to get into another course
11 = other reason
12 = for personal interest or sefevelopment
Optional
Maximum field length = 1
22 v VET type Y = VET in schools
N = VET outside of a sch@mtangement
Optional
. Maximum field length = 1
23 w Skill set enrolment Y = enrolled in full skill set to be completed
N = not enrolled in full skill set to be completed
Optional
Field length = 10
24 X VET USI Alphanumeric
VET Unique Studeidentifier (USI) is required for a skill
set to be recorded on WASSA

F¢SIHOKSNRA

yIyY$

aK2dz R
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Excel database for DTWD funded VET skill set unit of competency (ENSKILL) enrolments

See below for a completereakdavn of the fields within the ENSKILL database.

A B C D E F G H |
i i Unit of RTO Student | Student
Record | Provider | Skill set i WA Student i i
Competency [RTO code | location Family Given
type code code Mumber
- code code Mame Mame
2 |ENSKILL 1234|AE2TE AHCWHS201 22786 228811223 |Smith John
3 |ENSKILL 1234|AE2T78 AHCWREK204 52786 228811223 (Smith John
4 [EMSKILL 1234|AEZT8 AHCWRK205 52786 228811223 (Smith lohn
5 |EMNSKILL 1234|AE2TS AHCWREK209 22786 228811223|Smith John
] K L ¥ M o P
Contact/ | Contact/ )
i Contact/Teacher Commencing
Calendar | Academic| Teacher | Teacher ] . Class
i i registration i L course
Year Year Family Given identification| .
number identifier
Name MName
2023 12|Brown Susan 32030775 3
2023 12 {Brown Susan 32030775 3
2023 12 {Brown Susan 32030775 3
2023 12|Brown Susan 32030775 3
O R 5 T L W W X
Enrolment | Enrolment | Delivery Study .
o o Enrolment Skill set
activity | activityend | mode . reason | VET type VET USI
] o Activity | | o enrolment
start date date identifier identifier
1/02/2023 10(E aly ¥ ABCD123456
1/02/2023 10(E aly ¥ ABCD123456
1/02/2023 10(E aly ¥ ABCD123456
1/02/2023 10(E aly ¥ ABCD123456
6.6.4  Setting up an Excel database for endorsed program
enrolments (ENEND)
A B C D E F G H I J K
WA Student = Student Semester Teacher Teacher
Record Provider Endorsed Student  Family Given Academic =3Tfull  family given
1 Type Code code Mumber Name Name Year Year year name name
2 |ENEND 1234 PCCNA1 22067268 Hughes  Emily 2018 12 3 Scott James
3 |ENEND 1234 ADWPL 23525884 Bradford David 2018 11 3 Smith  Susan
4 |ENEND 1234 PKAL 23042785 Best Amanda 2018 11 3 White  Jack
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The screenshot above shows a section of the required format for the endorsed program enrolments
database in Excel. For example, Becord Types required in Column A, therovider Codes

required in Column B et@he layout requirements for all columns in the endorsed program
enrolments Excel database are specifiedable 18. Screenshots of all required columns are

included following the table.

Notes:

1 Once the table has been formatted and data entered into the Excel document, the header row
must be removed, and the document saved a€8\or an .SCSV¥ile before it can be uploaded
into SIRSrailure to save in this format will prevent the data from being uploaded into SIRS.

9 The file will not upload successfully if a mandatory field is left blank.

Table 18:Section6 ¢ Excel file format for endorsegrogram enrolments (ENEND)

Column  Column :
Field name Comment
number reference
ENEND
1 A Record type Maximum field length = 6
Mandatory
2 B Provider code Maximum field length = 10
Unique code for the course provider
Mandatory
3 C Endorsed programs Maximum field length = 12
code ;
Unique code for the course program
Western Australian Mandatory
4 D student number Maximum field length = 15
(WASN) Must be a valid WASN issued by the Authority
Mandatory
5 E Student family name | Maximum fieldlength = 40
Recommend using title case, not block capitals
Mandatory (optional if student only has a family name)
6 F Student given name | Maximum field length = 40
Recommend using title case, not block capitals
Mandatory
7 G Calendar year Maximumfield length = 4
In yyyy format
Mandatory
8 H Academic year Maximum field length = 2
Must be one of the following values: 10, 11, 12
Mandatory
9 I Semester Maximum field length = 1
Valid value 3 = yedong
Mandatory when given name or registration number is
10 3 Contact/teacher specified
family name* Maximum field length = 30
Recommend using title case, not block capitals

Data Procedures Manual 2025 | Section 6: Page 21




Section 6: Enrolments

Column  Column .
Field name Comment
number reference
Mandatory when family name or registration number is
11 K Contact/teacher given| specified
name* Maximum field length = 30
Recommend using title case, not block capitals
Mandatory except for overseas schools
12 L Contact/teacher Issued by TRBWA
registration number Maximum field length = 15
Must be a whole number
Optional
13 M Class identification Iden_tlfles theteacher class group as specified by the
provider (e.g. Class 1)
Maximum field length = 20
Mandatory
14 N Enrolment activity Mzixmum field length = 1
E = enrolled
W = withdrawn
15 0] Course code Leave blank
Mandatory whenADWPL is part of a VET industry speci
16 P Qualification code course enrolment, otherwise leave blank
Maximum field length = 12

F¢eSFEOKSNRaA

yIYS

aK2dz R

Excel database for endorsed program enrolments (ENEND)

0S SEIOiGfe I a

See below for @omplete breakdown of the fields within the ENEND database.

NBE3IA&GSN

A B C D E F G H
End d Student Student
Record Provider norse WA Student . ?n u en Calendar | Academic
e code programs Number Family Given Year Year
: wp code Name Name
2 |[ENEND 4321 PCCNA1 33221166 |Smith John 2025 11
3 |ENEND 4321 ADWPL 33221166 |Smith John 2025 11
4 [ENEND 1234 Pr4L 33113355 |Parker Peter 2025 12
5 |[ENEND 1234 ADCS 33113355 |Parker Peter 2025 12
J K L Wl M 0 P
ContactTeacher |Contact/Teacher Comaf:v’Te?cher Class Enrolment | Course |Qualification
Semester i i Registration . .
Family Name Given Name Identification |  Activity Code Code
Number
3 CCNAD1_2 E
3 Williams Robin 34521984\VCOS BSB 1 |E BSB20120
J|Flintstone Fredrick 32050253 E
3|Flintstone Fredrick 32050253 E
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Notes to table

Semester field

¢tKS aSYSailiSNI FASEtR o/ 2t dzYy,asal enddfsBddgfodtams &e 6 | a Wo €
classified as yedong.

First row

When completing the RENDdatabase for uploading into SIRS, there must be no headings in the
spreadsheet (i.e. the first row must contain real data).

Saving data
Endorsed program data can be saved in one or more files. For example, all data could be in one file
or each year group in a separate file.

Quialification code

If a qualification codenasnot beenentered, a spacenust be addedn the qualification code field to
maintain the format of the file. Excel will drop the column unless data (which, in this case, is a space)
has been entered into it.

6.7 Saving data for upload into SIRS

Onceall required information has been entered into a database, the data must be saved (or
exported) as aCS\or an .SCSVile before it can be uploaded into SIRS. Failure to save in this format
will prevent the data from being uploaded into SIRS.

6.7.1  File naming

There are file name conventions for each enrolment type.

6.7.1.1 Course enrolments

XXXXXSSBTYYYXCSV

where XXXXX = record type, e.gENCOS
SSS¢ = the provi@r/schoolcode, e.9.1234
TT =S1S2,Y1 for senester or yearlong data
YYY =Y11Y12 for Year 1@r Year 12 data
or YUP for cobined Year 11 andeér 12 data

Example
The file name ofourse enrahent records from provider/skool 1234 for Yar 12 would be
ENC@1234Y1Y12.CSV
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6.7.1.2 Endorsed programs

XXXXXSSBTYYXCSV

whereXXXXx = record type, e.gENEND
SSS¢ = the provigr/schoolcode, e.9.1234
TT =S1S2,Y1 for senester or yearlong data
YYY =Y11Y12 for Year 1@r Year 12 data
or YUP for combined Year 11 andedr 12 data

Example
The file name of endorsed programs emneht records from provider/skool 1234 for Yar 12
would beENEND1234Y1Y12.CSV

6.7.1.3 VETenrolments through credit transfer

XXXXXSSSSTTYO8K

where XXXXx = record type, e.gENVET
SSS¢ = the proviar/schoolcode, e.g.1002
TT =81, S2, Y1 for semester or yéamg data

YYY =Y11, Y12 for Year 11 or Year 12 data
or YUP for combined Year 11 and Year 12 data

Example
The file name of VET enrolment records from provider/school 1002 for Semester 1 for Year 11 would

be ENVET1002S1Y.CSV

6.7.1.4 VET enrolments integrated into a VET industry specific course
(ENVET)

XXXXXSSSSTTYO8K

whereXXXXXx = record type, e.gENVET
SSS¢ = the proviar/schoolcode, e.g.1002

TT =81, S2, Y1 for semester or yamng data
YYY =Y11, Y12 for Year 11 or Year 12 data
or YUP for combined Year 11 and Year 12 data

Exampe
The file name of VET enrolment records from provider/school 1002 for Semester 1 for Year 11 would

be ENVET1002S1Y.CSV
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6.7.1.5 VET enrolments for skill sets (ENSKILL)

XXXXXSSSSYESsV

whereXXXXXx = recordtype, e.gENSKILL
SSS¢ = the provigr/schoolcode, e.9g.1002
YYY =Y11, Y12 for Year 11 or Year 12 data
or YUP for combined Year 11 and Year 12 data

Exampe
The file name of VET enrolment records from provider/school 1002 for Year 12 would be
ENSKILL1002Y.C5V

6.7.1.6  Further changes

If any further clanges reed to be maddo the spreadsheet, maksure you edit your aginalExcel
documentand not the.CS\ile or the .SCS¥ile, as opeingthe file ajain will resultin the loss of any
text formatting.

6.8 Uploading data into SIRS
Once data has been saved a£&\br an .SCS¥ile, it can be uploaded into SIRS.

Note: before uploading the ENVET file with the integrated VET, the course enrolment file (ENCOS)
must be uploaded into SIRS. This needs to be done to ensure that the link between the VET unit of
competency and the course unit can be made. If the ENCQS k¢ uploaded first, then the ENVET
file will not be able to be processed.

To upload enrolments:

1. Inthe blue horizontal navigation bar, hover over tiploads Eran
tab (see screenshot to the right) Upload Offerings

2. Click onUploadEnrolments TheLoad Enrolmentgields will Upload Students
appear (see screenshot below). Upload Enrolments

Load Enrolments |

Load Enrolments

Enrolment Type: hd

File: Endorsed Programs (ENEND)

. . . | Course (ENCOS)
Notify Email Address: | et \y0c for Skill Sets (ENSKILL)

VET UoC (ENVET)

3. InEnrolmentType select eithelENENOfor endorsed programsgNCO$or course units),
ENSKIL{for DTWD funded VET skill set units of competenciENWETfor VET units of
competency).

4. To locate the required file on your computer, click on Brewsebutton.

5. On a Windows operating system, tloose Filéo Uploadscreen will appear. Navigate to the
folder where the required file is storemhd click on it
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6. Click orthe Openbutton. The drive, folders path and file name will appear inFilefield.

Note:the email address of the person uploading the file will automatically appear. SIRS will send an
email message to this person to report the status of the upload.

7. ClickUpload File for Processingr you can click on th€losebutton to exit without continuing
with the upload.

Note: you can check the progress of your upload in either gouail inbox or irPrivate Messages
availablefrom the home page othe SIRSvebsite

6.8.1 Email messages

Email messages are generated by SIRS and sent to the person uploading the file. These emails may
have any of the following messages.

Successfully verified
The system will place the file in the queue for processing and you will receive another email
regarding processing.

Successfully processed
The system has processed the file and no probless found.

Processed with warnings

This file has been processed, but the system has ignored certain records. Occasimalgrnings

Oty 0SS A3IYy2NBRXI o0dzi a2YS 46l NyAy3aa Ydzad o6S RSIEf
are affected.

Failed verification

The system is unable to verify the file and send for processing, as there are errors that need to be

fixed.

Example of a failed file verification message:

The VET UoC Enrolment (ENVET): ENVET1234Y112015.csv has failed verification due
following errors:

Error occurred on record 930 (Student: 22298524: Smith, Chuck). The following errors w
found in this record:

- The student identified by: 22298524 has a different VET USI stored on SIRS. Ifghis L
wT{-tcD+.c Aa O2NNBOGX LI SIasS dzLJRI 4GS (
prior to submitting this file again.
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Example of a failed file verification message:

The VET UoC Enrolments for Skill Sets (ENSKILL): ENSKILL1234Y122023.csv has faile
verification due to the following errors:

Error occurred on record 1
The following errors were found in the record.

The number of columns for this file must not be greater than 24. Make sure the uploadec
is a valid file in either SCSV, CSV or fixed length format and matches with the selected t
VET UoC Enrolments for Skill Sets (ENSKILL).

Failed processing
The system was able to verify the file, but there were errors that prevented the information from
being processed by SIRS.

Example of a failed file processing message:

The Course Enrolment (ENCOS): ENCOS123482¥4\ has failed processing due to the
following errors:

Error occurred on record 146 (Student: 22298524: Smith, Chuck). The following errors w
found in this record:

9 Error occurred with upload enrolment of Y11 student with student number 22298524
course DES for provider 1234 in 2017: This student cannot be enrolled in the same ¢
being delivered as a pair i.e. AE and delivered as single units i.e. Al anthé\2ahe
year.

Check all error messages produced by SIRS and try to resolve them. To assist you with resolving
errors, refer toTroubleshootingn this section. If the issue has not been resolved, contact the Data
Services team alataservices@scsa.wa.edu.au
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6.8.2  Upload confirmation

You can expect a message reporting the progress of yowpfitedwithin 15 minutes in either your
email inbox or irPrivate Messagesavailable from the home page thfe SIRSvebsite Processing

time depends on the number of files already queued in the system as well as the size of the files to
be processed.

Note: if you successfully upload a file with data that already exists in SIRS, data from the latest file
will replace the previous values.

YourUpload Statugavailable on the home page thfe SIRSvebsite) will also change once a file has
been successfully uploaded (see screenshot below).

Enrolment Upload Status

IThe following details the last time that SIRS processed a verified enrolment file from your provider
for students in the following academic years and enrolment types.

Academic Year Course VET Endorsed Program

Year 12 @ [’L @
Year 11 @ @ @
Year 10 @ @ @

See the table below for a key to tl#rolment Upload Statusymbols.

Table 19:Section6 ¢ Upload symbols key

Icon Meaning

§)  Successful upload

@ Data notuploaded successfully

éL Time to update data in SIR$e-upload

Q" Processed with warnings

) Your school may not have data for this section

@) Locked to schools no further uploads to the SIRS database

The status may shoWata not uploaded successfulfpr a number of reasons. To identify and
resolve the issue, refer tilve Troubleshootingectionbelow.
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Troubleshooting

Some of the common error messages that arise when uploading enrolments files are listed below.

Against each error message are suggestions to assist in resolving these issues.

Table 20:Section6 ¢ Common error messages for the enrolments file upload and possible

solutions

Example error messages ‘ How to resolve the problem

Student identified by number:
22151402 has a different academi
year specified in their demographit
record

This student is currently registered in SIRS with a different acade
year. Contact the Authority to either change the academic year (tt
student may have come from another school), or if it is a Year 11
Year 12 student wishing to change, complete Regjuest to change

academic yeaform and send it to the Authority.

Student identified by number:
21200752 has a name other than
specified Anne, Sulaman

¢ KS & i dzR Ssydiffefrat frofr thé Sne in SIRS. Check the
a0dzRSyiQa RSGFAf&a Ay @&2dzNJ 40K
registration file and upload the SRGDG file again to update the né
of the student. If the student has changed their name or there is g
incorrectspelling, contact the Authority via email to make these
changes.

Student identified by number:
21632418 has no student
registration information in 2025

This student has not been registered by your school in the curren
8SIFNY ! RR GKS aidzRSydQa RSGIA
SRGDG file and upload it again to update the student.

Student with the specified number;
21949599 does not currently exist
in the system

This student has never been registered by your school. Add the
student details within your school system, generate a new SRGD
and upload it again to update the name of the student.

Calendar year 2021 must match
current year

You can only upload enrolments for the current year. If you need
update enrolments for past years, contact the Authority.

Record type must heENVET

You are uploading a file that is not an ENVET (it may be an ENEN
etc.); however, at the time of the upload you selected this as your
upload type. It is possible that you have either selected the wrong
to upload or selected the wrong upload typgeheckwhat you are
uploading and select the appropriate upload type for the file you ¢
uploading.

Note: this error also occurs if your file is saved as<rHile instead
of a.CS\br an .SCSVile.

RTO (provider code 4676) has not
been registered in SIRS

To register an RTO, contdhe Data Serviceeam at
dataservices@scsa.wa.edu.au

Invalid VET UoC cod@SBWOR?20B
for 2025

Unit of competency code is not valid in the current year. Contact
VETIlinking@scsa.wa.edu.au

Invalid course unit code VTBBSB {
2025

VET industry specific course units are coded by indicating VET
industry specific, then E or T for Year 11 or 12, then the course c¢
(e.g. VBF), then an indication of the certificate (e.g. B for Certifica
in Workplace Skills). The unit code shouldid/BFB.
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Example error messages How to resolve the problem

Invalid VET Skill Set code: AE222
2025

VET skill set code is not valid. Check if the code has been entere
incorrectly. If needed, contathe Data Servicegeamto confirmthe
code atdataservices@scsa.wa.edu.au

Quialification code CPC10120 is n
linked to the course unit code:
VEVCO for course with code: VCC
for 2025

Contactthe Data Services team dataservices@scsa.wa.edu.au

Invalid course unit code: GEMUSV
for course with code: MUS for 202

Music has no contexts, so the course unit code should be GEMU
ATMUS.

Invalid endorsed program code:
CCNAEL1 for 2025

This endorsed program does not exist in SIRS in the current year
Check your codes and/or contact the Authority for more informati

Course unit with code: AEELD as
part of the course with code: ELD
not offered by the provider with
code: 1234 for 2025

This course unit is not offered by your school. Add the unit/s to yg
offerings and upload your OFCOS file again to include any units r
as not offered.

¢KS GSIFOKSNRa vyl
does not match the name of the
teacher with the same TRBWA
number 32117692 in SIRS. Check
that you have assigned the correcl
TRBWA number to the teacher by
checking the TRBWA number of th
teacher at http//trb .wa.gov.au and
aSt SOtAy3a (GKS w
menu item. If the number is
correct, contact the SIRS helpdesk
to resolve this problem

The teacher is probably listed in SIRS with a full first name, i.e.
Jennifer, and SIRS will only accept Jennifer in the upload informal
SIRS information is received from thRBWAand schools need to
ensure that the correct namandnumberare uploaded.

Your school is trying to integrate a
VET unit of competency into a VE’
industry specific course unit in
which the student is not enrolled.
Student identified by number:
21734289 is not currently enrolled
in the course unit identified by
VEVBFB as part of the course with
code: VBF

The student has not been enrolled in the VET industry specific co
unit that the unit of competency is integrated with. Upload ENCO¢
with student enrolment first.

Invalid VET UoC codePPSI1S2012
for DTWD funded VET skill set
AE456

Unit of competency code is not valid. Contact
vetinfo@scsa.wa.edu.dfor the list of DTWD funded VET skill sets
with linked units of competency available for uploatb SIRS.

6.10  Further help

For issues relating to the information contained in ata Procedures Manual 202&ontact the
Data Services team dataservices@scsa.wa.edu.au
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Note: screenshots are for illustration purposes oniind mayshow a date prior to 2025.
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7.1 Overview

Students enrolled in Year 12 General and/or Foundation courses are required to complete the
externallyset task (EST) developed by thAathority for that courseThe EST is compulsory and
forms part of the schodbased assessment.

Schools are required to:
9 administer the EST to all students studying Year Itz and/or Foundation courses

1 mark the ESTs and upload the marks into SIRSorocess for uploaidg EST marks set out
below.

7.2 Deadline for EST marks and EST scripts

Refer tothe Authority websitefor dateswhen student€marks forYear 12 General and Foundation
courses ee due to be uploaded into SIRS

7.3 Recording data for EST marks

Data can be entered into school database systéntdiiding but not restricted tq CivicaMAZE,
Administration of Schools (AoReporting to Parents (for mopublic schooly SEQTA and

Synergetic. To find out how to record data in these systems, contact the software supplier or refer to
Database progran®r user manuals.

If your school records data usiBgcelthe data must be formatte correctly. Failure to format data
correctlywill prevent the data from being uploaded into SIRSer to the instructionsbelowon
how to set up arExceldatabase foEST marks

7.4 Setting up an EST marks database in Excel

Schools that us&xcehs their database for collection of E®@rks are required to lagut data in a
specific format to ensure it can be uploaded into SIRS.

Information can be found in this section on how to set ufExaeldatabase for EST marks (RSEST).

A B T D E F G H 1 K L
Externally Set WA Student Student
Record Provider Course Task (EST) Student Family Given Calendar Academic ESTTotal Penalty
1| Type Code Code Code Number Name Mame Year Year Raw Mark Applied EST sit date
2 |RSEST 1234 ELD ELDGT 23345678 Student Jane 2023 12 ABS N 10/05/2023
3 |RSEST 1234 15C 15CET 23345967 Jones John 2023 12 22 N 11/05/2023
4 |RSEST 1234 MAE MAEGT 23345678 Student Jane 2023 12 20 ¥ 12/05/2023
5 |RSEST 1234 ENG ENGFT 23345967 lones John 2023 12 27 N 15/05/2023

Thescreershotabove shows a section of the requirestmat for the ESTmarksdatabasen Excel.

For examplethe Record Vpeis required inColumn A the Provider @deis required inColumn B

etcd 961 OK NRB¢ NBO2NRA | addzRSydiQa NBeadi2li Ay |y 9{
Foundation course.

The layout requirements for all columns in the EXGeldatabase are specified Fable21.
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i Once the table has been formatted and data enteretd the Exceldocument the header row
must be removegdand the documensaved as aCS\or an .SCSV¥ile before it can bauploaded
into SIRSFailure to save in this format will prevent the data from being uploaded into SIRS.

1 The file will not upload successfully if a mandatory field is left blank.

Table 21:Section7 ¢ Excelfile format for ESTmarks(RSEST)

Column
number

1

Column
reference

A

Fieldname

Record type

Comment

RSEST
Maximum field length =5

Provider code

Mandatory
Maximum field length = 10
Unique code for the course provider

Course code

Mandatory
Maximum field length = 10
Unique coddor the course

Externally Set Task (EST)
code*

Mandatory

Unique code for the General or Foundation course
unit context, defined on the front cover of the
course EST script

Maximum field length = 12

Western Australiastudent
number(WASN)

Mandatory
Maximum field length = 15
Must beavalidWASNssued by the Authority

Student family name

Mandatory
Maximum field length = 40
Recommend using title case, not block capitals

Student givemame

Mandatory pptional if student only has a family
name)

Maximum field length = 40

Recommend using title case, not block capitals

Calendar year

Mandatory
Maximum field length = 4
In yyyy format

Academic year

Mandatory
Maximum fieldlength = 2
Must be the following values only:0, 11, 12

10

EST total raw makk

Mandatory for ¥ar 12 General and Foundation
studentswho satthe EST

Maximum field length = 3

A whole number( to max EST raw score, or ABS
Absent
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Column Column

Fieldname Comment
number reference

Mandatory

Maximum field length = 1

Y orN

. Penalty applied to EST total raw mark

1 K~ | PenaltyApplied . GKS aGdRSyGQa o9
LISy FfdGe LI ASR o6l &
b I' GKS addzRRSydQa 9
penalty applied

Mandatory

Maximum field length = 10
Date that the student sat thEST
Format dd/mm/yyy

12 L EST sit date

*A complete list of EST codes can be found on the Authority websitae EST Codes page
(https://www.scsa.wa.edu.au/sirand-srmsinfo/est-codes)
UEnsure this is the raw EST mark and not a weighted mark or a percentage mark.

7.5 Saving data for upload into SIRS

Once all required information has been entered into a database, the data must be saved (or
exported) asa.CS\r an .SCSVYile before it can be uploaded into SIRS. Failure to save in this format
will prevent the data from being uploaded into SIRS.

7.5.1 File naming

The file name convention is:

XXXXXSSSSTTYYY.cs
WhereXXXXX = record type, e.g. RSEST
SSS¢ = the provider/school code, e.g. 1234
TT =Y1 foryeatong data
YYY =Y12 for Year 12 data

Example
A file from provider/school 1234vith Year 12 studenisvould beRSEST1234Y1Y12.CSV

7.5.2 Further changes

If any further changes need to be made to s@eadsheetmake sure you edit your origingkcel
document and not theCS\or the .SCS¥Yile, as opening théle again will result inhe loss of any
text formatting.
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7.6 Uploading data into SIRS
Once data has been saveda£S\br an .SCS¥ile, it can be uploaded into SIRS.

To upload EST marks:
1. Inthe blue horizontal navigation barpwer overthe Uploadstab. Click onUpload EST Result
(see screeshot below)

Uploads  [efe]yiv=Tsu= at=1s s g

Upload Endorsed Program
Upload Learning Programs
VET Import and Export

Upload Providers...

Upload Offerings
Upload Students
Upload Brightpath Files

Upload Enrolments

Upload Achievem ents
Upload EST Result

2. TheUpload EST Resuields will appealsee screenshot below)
3. To locate the required file on your computer, click on Brewsebutton (see screenshot
below).

Upload: Upload EST Result

Upload EST Result |

Load EST Res uk

File: I Browse... l

Motify Email Address: |Exam pleSHS@educaton wa.edu.au

4. On a Windows operating system, ti@hoose File to Uploasicreen will appeamavigate to the
folder where the required file is storeahd click on it (see screenshot below)

s | |£| = Manage

Home Share View Drive Taols

€« “ 4 %m » ThisPC » Local Disk (C) »

b Quick access
@ OneDrive
@ OneDrive - Personal

38 This PC
- 3D Objects
[ Desktop
@ Documents
‘ Downloads
D Music
=] Pictures

B videos

‘i Local Disk (C:)
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5. Clickonthe Openbutton. The drive, folders path and file name will appear inEilefield (see
screershot below)

Upload: Upload EST Result

Upload EST Result
Load EST Res ult
File: |C:\Users‘gaIbI\Documents\EST‘RSEST1234Y1Y12.::9'- Browse ..

Motify Email Address: |ExampIeSHS@educalan.wa.edu.au

Note: the email address of the person uploading the file will automatically appear. SIRS will send an
email message to this person teport the status of the upload.

6. ClickUpload File for Processingr you can clickn the Closebutton to exit without continuing
with the upload.

Note: you can beckthe progress of your uploaith either your email inbox or iRrivate Messages
available from thehomepage ofthe SIRSvebsite

7.6.1 Email messages

Email messages are generated by SIRS and sent to the pgisanling the file. These emails may
haveany of the following messages.

Successfully verified
The system will place the file in the queue for processing and you will receive another email
regarding processing.

Successfully processed
The system has processed the file and there were no problems found.

Processed with warnings

This file has been pcessed, but the system has ignored certain recatixasionally the warnings

Oy ©6S A3Iy2NBRI o0dzi a42YS 46FNYyAy3aa Ydzad oS RSIFf
are affected.

Failed verification

The system is unable to verify the file and send for procesamthere are errors that need to be

fixed.

Failed processing
The system was able to verify the filat there were errors that prevented the information from
being processed by SIRS.

Check all error messages produced by SIRS and try to resolve thema befdacting the Data
Servicesdam atdataservices@scsa.wa.edu.au
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7.6.2 Upload confirmation

You can expect a message reporting the progress of yowpfitcadwithin 15 minutes in either your
email inbox or irPrivate Messagesavailable from the home page thfe SIRSvebsite Processing

time depends on the number of files already queued in the system as well as the size of the files to
be processed.

Note: if you successfully upload a file with data that already exists in SIRS, data from the latest file
will replace the previous values.

Schools must ensure that all EST marks are uploaded into SIRS. There are a number of reports
available to monitor the prgressof &8 OK2 2 f Qa dzLX 21 R 2F 9{ ¢ YINJ]ao®

7.7 SIRS eports relating to EST marks

Shools may choose to complete the upload of EST marks over several sessions. The EST coordinator
can use a number of reports in SIRS to morthierupload progress. These reports include:
1 ESTO00L ESTmarkshy student
This report listsa (i dzR & EST @arkand percentageas marked by thechoolfor each
Yearl2 General and/or Foundation course
1 ESTO00R EST with missingesults
This report lists each student who has a missing raw EST mark. EST marks must be uploaded for
these students into SIRS. For students who were absetdy ABS andploadthe file again

The following reports allow the EST coordinator to monitor the identificadiathupload of student
scripts to the Authority.

1 ESTO004 EST selected scripts status
This report identifies the scripts to be uploaded/sent to the Authotitydentifies when a script
has been uploaded and also lists the raw EST mark.

9 ESTO00% EST missing selected scripts
This report identifies if any scripts are missing from the requested scripts.

After the EST scripts have been marked by the external reviewer, a number of reports are available

to schools for analysis. These reports include:

i EST01@ Mean school mark vs meareviewer mark
This reportprovides a graphical comparisonraeanEST marks (by school and by reviewer) in a
school inrelation to the statewide EST marks mean (by school and by reviewer) distribution.
Each school is shown as a dot with the horizontal axis being the mean reviewer mark and the
vertical axis being the mean school mark.

9 ESTOL1L School mark vseviewer mark
This reportists the school and the reviewer mark for each selected script, the mean of the
school marks and the mean of the reviewer marks and the differences between the two mean
values by each class as well as by school and EST course.

1 ESTO018 EST markcomparison(school s reviewer)
This report lists by class, the EST school mark submitted for each student and the reviewer mark
for selected scripts.
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1

ESTO014 ESTschool marks frequency

This reportshowsthe frequency distribution of EST school marks in comparison with the
statewide EST school marks distribution by each EST course, with selected students and not
selected students to be externally marked being identified.

ESTO1¢ EST mark breakdown by provider

This report showsa breakdown of reviewer marks by question for each selected student in each
EST.

ESTO01& EST percentagechool marksand grades

This report is a visual representation of EST school marks and grades relative to the statewide
marks distribution, with selected students and not selected students to be externally marked
being identified Note: this report is only available after final grades have been approved.
ESTO2% EST school mark v reviewer mark by student (graph)

This report provides a graphical comparison of EST markskiopl and by reviewer) for each
selected script by clasBach student is shown as a dot on the graph and students with the
difference between the school mark and the reviewer mark outside the 10% range are
identified.

The pathway to the reports SIRS is as followReports> Other Reports > Report Type: Externally
set tasks> ReportName.

7.8 Further help

For issues relating to the information contained in tata Procedures ManudD25 contactthe
Data Servicessm atdataservices@scsa.wa.edu.au
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8.1 Overview

All students enrolled in th¥ear 1ZEAL/D ATAR course are required to complete the common oral
assessment task (COAT) developed byAthihority for that course. The COAT is compulsory and
forms part of the schoebased assessment for théear 1ZEAL/D ATAR course.

Schools are required to:

1 administer the COAT to all students studying ¥Year 12ZEAL/D ATAR course

1 mark the COAT and upload the marks into SIRS. The process for uploading COAT marks is set out
below.

8.2 Deadline for COAT marks

Refer to the Authority website for dates when marks for students studyinydee 12EAL/D ATAR
courseare due to be uploaded into SIRS.

8.3 Recording data for COAT marks

Data can be entered into school database systems, inclubdinighot restricted tq Civica MAZE,
Administration of Schools (AoS), Reporting to Parents (for most public schools), SEQTA and
Synergetic. To find out how to record data in these systems, contact the software supplier or refer to
Database progran®r user manuals.

If your school records data using Excel, the data must be formatted correctly. Failure to format data
correctly will prevent the data from being uploaded into SIRS. Refer to the instructions below on
how to set up an Excel database for COAT marks.

8.4 Setting up a COAT marks database in Excel

Schools that use Excel as their database for collection of COAT marks are required to lay out data in
a specific format to ensure it can be uploaded into SIRS.

Information can be found in this section on how to set up an Excel database for COAT marks
(RSCOT).

A B C D E B G H | J K L M
WA Student Student COAT COAT COAT COAT COAT
Record Provider | Course Student Family Given Calendar | Academic |Criterion 1|Criterion 2|Criterion 3|Criterion 4| Absent
1 Type Code Code Number Name Name Year Year Mark Mark* Mark” Mark® flag
2 |[RSCOT 1234|ELD 23345678|White Aster 2023 12 8 5 5 2|N
3 |RSCOT 1234|ELD 23345967|Green Andy 2023 12 6 3 4 1|N
4 |[RSCOT 1234|ELD 23345675|Brown Petunia 2023 12 4 4 4 2|N
5 |RSCOT 1234|ELD 23345896|Grey John 2023 12 Y

Note:if there are less thafour criteria, leave the relevant column blarBo not delete the column

The screenshot above shows a section of the required format for the COAT marks database in Excel.
For example, th&ecord Typas required in Column A, thérovider Codes required in Column B
SGO0d 91 OK NBg NBO2NRa | Yaal OBASY ATARcoNgsa dzf G Ay |

The layout requirements for all columns in the COAT Excel database are spedifible RP.
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Notes:

i Once the table has been formatted and data enteretd the Excel documenthe header row
must be removegdand the documensaved as aCS\or an .SCSV¥ile before it can be uploaded
into SIRSFailure to save in this format will prevent the data from being uploaded into SIRS.

1 The file will not upload successfully if a mandatory field is left blank.

Table 22:Section8 ¢ Excel file format for COAT marks (RSCOT)

Column | Column .
Field name Comment
number | reference
RSCOT
1 A Record type Maximum field length = 5
Mandatory
2 B Provider code Maximum field length = 10
Unique code for the course provider
Mandatory
3 C Course code Maximum field length = 10

Unique code for the course

. Mandatory
4 D Western Australian student Maximum field length = 15

number (WASN) Must be a valid WASN issued by the Authority

Mandatory
5 E Student family name Maximum field length 40
Recommend using title case, not block capitals

Mandatory pptional if student only has a family
name)

Maximum field length 40

Recommend using title case, not block capitals

6 F Student given name

Mandatory
7 G Calendar year Maximum field length = 4
In yyyy format

Mandatory
8 H Academic year Maximum field length = 2
Must be the following values onl¢0,11, 12

Mandatory if not absent

Maximum field length = 2

9 I COAT criterion 1 matk A whole number (0 to max COAT criterion mark 1
or blank ifabsent

Must be blank if COAT absent flag = Y

Mandatory if not absent

Maximum field length = 2

10 J COAT criterion 2 matk A whole number (0 to max COAT criterion mark 2
or blank if absent

Must be blank if COAT absent flag = Y

Mandatory if not absent

Maximum field length = 2

11 K COATcriterion 3 mark A whole number (0 to max COAT criterion mark 3
or blank if absent

Must be blank if COAT absent flag = Y
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Column
reference

Column
number

Field name Comment

Mandatory if not absent

Maximum field length = 2

12 L COAT criterion 4 matk A whole number (0 to max COAT criterion mark 4
or blank if absent

Must be blank if COAT absent flag = Y

Mandatory if not absent
Maximum field length = 1

13 M COATabsent flag Y orN

Y = the student was absent

N = the student was not absent

*|f there are less than 4 criteria, leave the relevant column blank, do not delete the column.

8.5 Saving data for upload into SIRS

Once all required information has been entered into a database, the data must be saved (or
exported) as aCS\or an .SCSVile before it can be uploaded into SIRS. Failure to save in this format
will prevent the data from being uploaded into SIRS.

8.5.1  File naming

The file name convention is:

XXXXXSSSSTTYYY.cs
WhereXXXXX = record type, e.g. RSCOT
SSS¢ = the provider/school code, e.g. 1234
TT = Y1 for yeatong data
YYY =Y12 for Year 12 data

Example
A file from provider/school 1234, with Year 12 students, woultRB&€OT1234Y1Y12.CSV
8.5.2 Further changes

If any further changes need to be made to the spreadsheet, make sure you edit your original Excel
document and not theCS\or the .SCSYile, as opening théle again will result in the loss of any
text formatting.

8.6 Uploading data into SIRS
Once data has been saved a£&\br an .SCSVile, it can be uploaded into SIRS.

To upload COAT marks:
1. Inthe blue horizontal navigation bar, hover over thploadstab. Click onUpload COAT Result
(see screenshot below).
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Uploads |[efe]gie=Tes- 30 {-Ts el g

Upload Endorsed Program
Upload Learning Programs
VET Import and Export
Upload Providers...
Upload Offerings

Upload Students

Upload Brightpath Files

Upload Enrolments

Upload Achievements
Upload EST Result
Upload COAT Result

2. TheUpload COAT Resitlds will appear. To locate the required file on your computer, click on
the Browsebutton (see screenshot below).

Upload: Upload COAT Result

Upload COAT Result |

Load COAT Result

File: I i Browse .. ||

Notify Email Address: [Em mpleSHS@education wa edu.au

3. On aWindowsoperating system, th€hoose File to Uploascreenwill appear.Navigate to the
folder where the required file is stored on your compuserd click on it (see screenshot below)

2 Choose File to Upload

@C)'|£ v Computer » Windows (C:) »

Organize v Mew folder

%0 Favorites
Bl Desktop
& Downloads

=1 Recent Places

= Libraries
@ Documents
J’ Music
[E] Pictures
E Videos

18 Computer
£, Windows (C:)

(£L] RSCOT1234Y1Y12.CSV

4. Clickonthe Openbutton. The drive, folders path and file name will appear inFilefield (see
screenshot beloyw
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Upload: Upload COAT Result

Upload COAT Result |

Load COAT Result
File: |C:\Users\galb\Documents\COAT\RSCOT1234Y1Y12.csv ~ Browse..

Notify Email Address: |ExampleSHS@ed ucation wa.edu.au

Note: the email address of the person uploading the file will automatically appear. SIRS will send an
email message to this person to report the status of the upload.

5. ClickUpload File for Processingr you can click on th€losebutton to exit without continuing
with the upload.

Note: you can check therogressof your upload in either your email inbox orPmivate Messages
available from the home page tife SIRSvebsite

8.6.1 Email messages

Emailmessages are generated by SIRS and sent to the person uploading the file. These emails may
have any of the following messages.

Successfully verified
The system will place the file in the queue for processing and you will receive another email
regarding processing.

Successfully processed
The system has processed the file and there were no problems found.

Processed with warnings

This file has been pcessed, but the system has ignored certain recaBitxasionally the warnings

Oy ©6S A3Iy2NBRXI o0dzi a42YS 46FNYyAy3aa Ydzad oS RSIF
are affected.

Failed verification

The system is unable to verify the file and send for processing, as there are errors that need to be

fixed.

Failed processing
The system was able to verify the file, but there were errors that prevented the information from
being processed by SIRS.

Check all error messages produced by SIRS and try to resolve them before contacting the Data
Services team alataservices@scsa.wa.edu.au

8.6.2 Upload confirmation

You can expect a message reporting the progress of yowpigadwithin 15 minutes in either your
email inbox or irPrivate Messagesavailable from the home page thfe SIRSvebsite Processing
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time depends on the number of files already queued in the system as well as the size of the files to
be processed.

Note: if you successfully upload a file with data that already exis$Ri$, data from the latest file
will replace the previous values.

Schools must ensure that all COAT marks are uploaded into SIRS. There are a number of reports
F@FrAflrofS G2 Y2yAG2N) 6KS LINPINBaa 2F | a0Kz22ft Qa

8.7 SIRS reports relating to COAT marks

Shools may choose to complete the upload of COAT marks over several sessions. The COAT
coordinator can use a number of reports in SIRS to monitor the upload progress. These reports
include:
1 COTOOL COAT achievements by class
¢CKAAd NBLR2NI tAadas F2NI SFOK , SFENJ mu Oflaasz add
1 COTO00Z, COAT with missing results
This report lists each student who has a missing raw COAT mark. COAT marks must be uploaded
for these students into SIRS. For students who were absent, ¥ritethe absent flag column
and upload the file again.
1 COTO00% COAT with missing recordings
This report identifies if any recordings are missing fromRle Transfer Protocol (FTP) location
T COTO0% COAT school marksveviewer mark
This reportiststhe school and the reviewer mark for each selected script, the mean of the
school marks and the mean of the reviewer marks and the differences between the two mean
values by each class.
1 CSR32¢EAL/D COAT WASN
This report showsn each pagegach EAL/D COATudentQ &ASN for the selected provider.

8.8 Further help

For issues relating to the information contained in tata Procedures ManudbD25 contact the
Data Services team dhtaservices@scsa.wa.edu.au
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9.1 Proposed grades distribution

Schools are required to enter the proposed grade distributiong’ear 12 studentdirectly into SIRS
by the date given in thActivities Schedul@enerally early Septembeayailable on the Authority
websiteon the Activities Schedule page (www.scsa.wa.edu.au/publications/actistbedule)
Refer to the instructionsddow for entering proposedjrade distributions ito SIRS

9.1.1  Entering proposed grade distributions in to SIRS

To enter proposedradedistributions into SIRS:
1. In thebluehorizontalnavigationbar, hoverover theModeration tab and click orProposed
Grades Distributionseescreershotbelow).

Providers  Offerings  Enrolments Achievements Uploads Contacts Reports  Administration Security

Proposed Grades Distribution

TheProposed Grad®istribution screenwill appear (see screenshbelow), whichshows a
complete list of alWACE coursenits offered at your school You canalsoselect a particular
department to display the related course units.

Note: student enrolment for eacbourse unit is provided to assist schools when checking proposed
grades from all classes.

Moderation: Proposed Grade Distribution

Frapases Grade Dbk

Frovidar

Select Provider: 1234 Autbarity Seniar Hagh Schout # | . x

Schoal Department: | ~|

Propoes ed Grade Distributicn

2. Enter the number of students that the school estimates will receive each grade (A, B, C, D and E).
Ensure that all classes offering the coursesuat your school are includetf.the school is
involved in a small group moderation partnership, enter numlmeiy for the students enrolled
at your school.

3. Ifitis proposed to give nparticular grade ta student, a zerq0) must be entered (i.e. all
spaces shown must contain a number). The Authority endeavours to list all current course units
with student enrolmentshowever, if adjustmergto enrolments have recently occurred and the
school no longer delivers the course units, zeros must be entered for all grades.

ATBLY  BLY: Siclogy [ I [ [ I 1 Cindy Cde

ATCHE  [CHE: Chemistry [ I [ [ I 5 Cindy Cole

ATCSL  CSL: Chinese: Second Language [ I [ [ [ 1 Leah Crawford

Note: when submitting grades into SIRS, remember to save every couple of lines of data to ensure
that live data is held in SIRS.

4. Clickon the Savebutton once the data habeen entered.
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Note: abrief comment may be entered in the comments section. Each comment is limited to

1000characters. It is recommended that comments be entered when:

9 the pattern of grades for the course does not match the normal historical pattern of the
school for that course

1 the contact teacher has changediter thisin the comments field.

SIRS will automatically total the number of gradagered andcheck it against the number of

Yearl?2 students enrolled. Although the numbers may not be the same, this will provide a guide to
ensure that all Year 12 students from every class offdonghat course unit in your schoblave
beenincluded

5. Clickon the Checlbutton at the bottom of the screen to ensure all fieldise complete.If they
arenot complete, themessagélhere are stillcourse units without proposed gradesill appear
until all the fields are complet®©nce completeSIRS will display screens for all course units
delivered at your school.

¢2 NBFSNI (2 LINBGA2dza 8SIFNRQ 3INIRS RAAGNROdzGIAZ2Y A
GRDO02%, Final Grade DistributionsCourse Historical Dattnd GRD034 Historical Grade
Summaryin this section

Note: U notations cannot be used in the proposed grade process.

9.1.2 Final Grade Distributions z Course Historical Data (GRDO025)

This report provides the grade distribution (number and percentage) by provider for a selected
calendar yearlt can be used bthe provider andPrincipalConsultants to view and/or print grade
distributions for previous years and can be accessed.BBHile or as aCS\ile. This report is

organised by course>course unit>school code. It shows, by school, both the number and percentage
for Year 12 students for each grade proposed for each course unit.

Togenerat the GRDO02%, Final Grade DistributionsCourse Historical Dataport:
1. Inthe blue horizontal navigation bdrgver overthe Reportstab.
2. Qickon Other Reportqsee screenshot below)

@?} School Curriculum and Standards Authority

Providers Enrolments Moderation  Achievements Uploads Adm[n[strat[o

Other Reports

3. The Other Reportéields will appearSlectthe Report Type as Moderatiand theReportas
GRDO02%, Final Grade DistributionsCourse Historical Dafeom the dropdown lists(see
screenshot below)
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'f"f::‘ School Curriculum and Standards Authority Logged

Providers  Enrolments  Moderation  Achievements Uploads Reports  Administration  Security

Reports: Other Reports
Reports || Search Reports

Select a Report

Report Type: | Moderation =l

Report :

GRDO04 - Historical Grade Summary - Subjects

GRD021 - Proposed Grade Distributions Feedback

GRD022 - Small Group Moderation Partnerships by Providers
GRDO025 - Final Grade Distributions - Course Historical Data
GRD028 - Providers Offering Courses Without Small Group Moderation Partners

4. Clickon theGenerate Reporbutton.

Oncegenerated you can open th&RDO02%, Final Grade DistributionsCourse Historical Data
reportand either print it or save to your local drivEhe regort is in the following format

GRODO25 Schoal Curri and Standard: therit Time 13:33:59 Date 3100713
Final Grade Distributions - Course Historical Data Y12, 2012 Page 1 of 1
A (%) B (%) C (%) D {%) E (%) U (54) Total

Officer: Watson, John
Course: ENG (1CENG )

School Code: School ] 2 (22) 7(78) 9
Course: ENG (1DENG )
School Code: School i 2(22) 6 {67) 1 (1) 9
Course: ENG (2CENG )
School Code: School ] 1(33) 1{33) 1(33) 3
Course: ENG (2DENG )
Schonl Code: School ' 3 {100} 3
Course: ENG [3AENG )
School Code: School i 4 (15) 10 (38) 12 {46) 26
Course: ENG (3BENG )
Schonl Codel School i 5 (20) 9 (36) 10 {40) 1 (4} 25

9.1.3  Historical Grade Summary (GRD034)

This report provides historical grade distribution (number and percentage) for a provider by
learning area, course, course type and unit. This report can be usiba pyovider andPrincipal
Gonsultants to view and/or print grade distributions for previous years and is accesseBREfie.

This report is organised by provider>year>learning area>course>course type. It shows, by school,
both the number and percentage of all students for each grade awarded for each course unit.

Togenerat the GRD034 Historical Grade Summargport:
1. Inthe blue horizontal navigation barpver overthe Reportstab.
2. Click onOther Reportqsee screenshot below).

@f‘j School Curriculum and Standards Authority

Providers  Enrolments Moderation  Achievements  Uploads Administratior
Other Reports

Maximising Feedback

Welcome To SIRS

3. TheOther Reportdields will appear. Select theeport TypeasModeration and theReportas
GRDO034 Historical Gradesummaryfrom the dropdown lists(see screenshot below)
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@ School Curriculum and Standards Authority

Courses  Providers  Offerings  Enmolments  Moderation  Achievements  Uploads  Contacts  Reports

Reports: Other Reports

Reports | [ Search Reports |

Select a Report

Report Type: [ Moderation v

LS = LOTTILRITNE BRI MRS VI SCH00 dl kY
GADIII - Missing Froposed Grades by Sthool

Report :

4. Clickon the Generate Reporbutton.

Once generated, you can open t@&RD034; Historical Grade Summargport and either printt or
save to your local driv&he reportis in the following format

GRD034 School Curriculum and Standards Authority ~ Time 09:35:09  Date 29/09/17
Historical Grade Summary Page 1of 18

Leaming Area: Science

Tbe hnstmcal grade sumnmy for each course is pnnted below to enable teachers to compare this year's proposed gorades with the final grades from previous years. The
of students an A, B, C, D and E in each course uns are printed for 2013 to 2017 where appropriate.
Thls m(ormabon may as:»sl teachers with their grading this year,

ATAR Course: BLY Biology
Unit1| A (%) B (%) C (%) D (%) E (%) Total Unit2| A (%) B (%) C (%) D (%) E (%) Total

2017 00 133 | 2067 0(0) 0(0) 3 2017 000 0(0) 0(0) 0(0) 0(0) 0
2016] 233 | 107 0(0) 2033) | 1(17) 6 2016] 2@33) | 107 0(0) 233 | 101 6
2015) 1(14) | 343 | 3043 0(0) 0(0) 7 2015| 104 | 3@3) | 343 0(0) 0(0) 7
2014| 0(0) 0(0) 0(0) 0(0) 0(0) 0 2014 0(0) 0(0) 0(0) 0(0) 0(0) 0
2013] 0(0) 0(0) 0(0) 0(0) 0(0) 0 2013 0(0) 0(0) 0(0) 0(0) 0(0) 0

UnitE| A(%) | B(%) | Ci%) | D(%) | E(% Total

2017 0(0) 0(0) 0(0) 0(0) 0(0) 0
2016 0(0) 0(0) 0(0) 0(0) 0(0) 0
2015  0(0) 0(0) 0(0) 0(0) 0(0) 0
2014 0(0) 0(0) 0(0) 0(0) 0(0) 0
2013|  0(0) 0(0) 0(0) 0(0) 0(0) 0
UnitT| A (%) B (%) C (%) D (%) E (%) Total
2017 0(0) 0(0) 0(0) 0(0) 0(0) 0
2016 1(25) 0(0) 3(75) 0(0) 0(0) 4
2015| 0(0) 0(0) 0(0) 0(0) 0(0) 0
2014 0(0) 0(0) 0(0) 0(0) 0(0) 0
2013|  0(0) 0(0) 0(0) 0(0) 0(0) 0
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Courses

Vocational education and training (VET)

Endorsed programs

Recordingesults andachievement data

Setting upExceldatabasesfor results andachievements

Saving datdor upload into SIRS

Uploadngdatainto SIRS

Troubleshooting

Generating a report to identify missing results and achievements for courses, units of

competency and endorsed programs

9 Identifying missing results and achievements for courses, units of competency and endorsed
programs without generating a report

1 Examples of missing results and achievements reports

1 Eurther help

=A =4 =4 4 -4 -4 4 -8 -8 4

Note: screenshots are for illustration purposes oniind mayshow a date prior to 2025.
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Section 10: Results and achievements

10.1 Overview

Schools are required to providiee Authority withresults andachievement records of studentgho
undertake courses or programshis information must be reported to the Authority to ensure
& 0 dzR &stiis@rhchievementsontribute to theircourse

In 2025 schools will provide to the Authoritgsults andachievements in the followingourses and
programs:

Courses

ATAR

General

Foundation

VET industry specific
Preliminary

=A =4 =4 4 =4

Programs

1 VET qualifications

1 DTWD funded VET skill sets
1 Endorsed programs

10.2 Courses

The following formsre relevant tacourseachievementsandare available othe Authority website
on theApplications and Order Forms page (www.scsa.wa.edu.au/forms)

1 Application form for mident appeal against school assessm@G25(Appeals section)
1 Application for recording of enrolment and achievement in ATAR Units 1 andt@dents in
Year 10 ir027 (Year 82025 (Enrolments section)

Note: these forms aravailableF 2 NJ f A YAUGSR LISNA2Rasx | OO2NRAyYy3 (2

10.2.1 Student appeal against school assessment

The Authority informs students of their grades in thH&lASSAtypically at the completion of
Yearl2. Year 11 students who are exiting a course anithgithe ATAR course examination do not
receive aWASSAIntil the end of Year 12.

The school is required to provide students with the opportunity to query a school assessment and

resolve anyssuesthaty'F & F NAAS® LT |y aasSaaySyd AaadzsS Aa y
process, then the student may appeajainst their school assessmdatthe Authority.

Assessment reviews and appeals are intended to determine whether:

T GKS ao0OK22ft Qa | aasaamh8gliaburdgiiferheyitS O2y F2NXa gAGK
KS & eeidigr 3etandargssessment policy conforms with the Authority guidelines

KS &0K2 2 pacticeséodf@m withis gwin assessment policy

there are proceduragrrors in allocation of the school grade computational errors in the

determination of the school mark.

[N N

T
T
T

Refer to theWACE Manual Z5 for further details of this proces3he appeal fornis availableon
the Authority websiteon the Applications and Order Forms page (www.scsa.wa.edu.au/forms)
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Section 10: Results and achievements

Note: theonline¥F 2 N A ad | @ Afl 06fS FT2NJ Et AYAGSR LISNA2RAZ

10.3 Vocational education and t raining

The following formsrelevant toVETachievementsare available on théuthority websiteon the
Applications and Order Forms page (www.scsa.wa.edu.au/forms)

1 Application for recording of enrolment and achievement of VET units of competency (delivered
through VET credit transfer) VET qualificatioi¥ear9 students2025
1 Application for WACE recognition WETcompleted outside of a school arrangement

10.4 Endorsed programs

Schools are required to report successful completion of endorsed programs futherity via SIRS
Each endorsed program is assigned a unique identifier code of up to seven characters and a set of
result andachievement descriptorapplicable to the specific prograrsuch asA for Achievedor HD

for High Distinction These codes are used when reporting studenteaanensin an endorsed
program.

A completdlist of the endorsed programs codes atheir achievement descriptathat will be
accepted by SIRS is dable on the Authority websiten the Endorsed Progranzage
(https:/seniorsecondary.scsa.wa.edu.au/vet/endorspabgrams)

Note: N is the result code for not achieved, not awarded, not competent, not satisfactory, not yet
attained, below pass, fail, unsuccessful, standard not attained and no programs achieved. The result
code for any student enrolled in an endorsed program then sgibestly withdrawn iSV.

An endorsed pogramwith a result reportedvith the codesN or W will not appear orad (0 dzZRSy (G Q &
WASSA

Each endorsed program successfully completed by a student and uploadé&iR®y the school is
NB L2 NIIiSR 2y (K SowavardaRysw af Bchievemef(@redit, Distinction or
Satisfactory) associatel with an emorsed program is not reportedn the WASSA

Principals are required to certify that aflsults andachievements have been validated and evidence
of this has beerretained by the school for audit purposes. This is done by signe"gET and
endorsed programs achievement declaratiorm. The form is included as part of the confirmation
of achievements package sent to schools each year.

10.5 Recording results and achievement data

Data can be entered into school database systeéntdiiding but not restricted tq CivicaMAZE,
Administration of Schools (AoReporting to Parents (for mopublic schooly SEQTA and
Synergetic. To find out how to record data in these systems, contact the software supplder to
Database programf®r linksto user manuals

If your school records data usiBgcelthe data must be formatted coectly. Failure to format data
correctlywill prevent the data from being uploaded into SIRSer to the instructions below on
how to set up arExceldatabase foresults andachievements.
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Section 10: Results and achievements

10.6  Setting up Excel database s for results and
achievements

Schools that us&xcehs their database faresults andachievementsre required to layut data in
a specific format to engethat it can be uploaded into SIRS.

Information can be found in this section eatting up arExceldatabase for

1 courseachievemens (RSCOS)
1 endorsed programs results (RSEND)
9 VET unit of competenyaesults(RSVET)
1 VET qualificationesults(RSQUAL)
1 DTWD funded VET skill set unit of competency results (RSUSKILL)
1 DTWD funded/ET skill sets results (RSSKILL)
10.6.1 Setting up an Exceldatabase for course achievements
(RSCOS)
A B C D E F G H
Record Provider Course COS or Course Qualification WA Student Student
- Type Code Code VETCOS Unit Code MNumber Family Name
2 |RSCOS 1234 ELD cos ATELD 23345678 Student
3 |RSCOS 1234 PHY cos ATPHY 23345678 Student
4 |RSCOS 1234 MAM cos ATMAM 23345678 Student
5 |RSCOS 1234 MDT cos GTMDTW 23345679 Smith
& |RSCOS 1234 REL cos ATREL 23345679 Smith

Thescreershotabove shows section of therequired formatfor the courseachieveanentsdatabase
in ExcelFor examplethe Record Vpeis required in Glumn A,the ProviderCodeis required in
GolumnBetc. For each student, one row of informationust be provided for each unit.

The layout requirements fall columns in the course unit achievemeiiixceldatabaseare
specified inTable23. Screemshots of all required columrare included following the table.

Notes:

1 Once the table has been formatted and data entefetb the Exceldocument the header row
must be removedand the documensaved as aCS\br an .SCSYile before it canbe uploaded
into SIRSFailure to save in this format will prevent the data from being uploaded into SIRS.

1 The file will not upload successfully if a mandatory field is left blank.

Table 23:Section10 ¢ Excel fle format for course unit achievement$RSCOS)

Column Column

Field rame Comment
number reference
RSCOS
! A Record type Maximum field length=5
Mandatory
2 B Provider code Maximum field length=10
Unique code for the course provider
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Column

number

Column

reference

C

Field mme

Course code

Section 10: Results and achievements

Comment

Mandatory
Maximum field length=10
Unique coddor the course

Course type

Mandatory

EitherVETCOS or COS

Maximum field length=6

This identifies the enrolment into a VET industry
specift course or other coursé&or examplethis
would be set to VETCOS whehe student enrols
into the VETrdustry specific Businessid Financial
Services coursevhile itwould be set to COS if the
student enrols into the Mediand Production
Analysis course

Unit code

Mandatory

Unique code for the course unit that the student is
enrolledin, where thecourse type is VETCOS or C
Maximum field length=12

Qualification code

Mandatory where the course type is VETCOS
Leave blank where the course type is COS
Maximum field length= 12

This is the qualification code that the student is
aiming toachieve as defined in the VET indystr
specific course documentation

Western Australiastudent
number(WASN)

Mandatory
Maximum field length= 15
Must beavalidWASNssued by the Authority

Student family name

Mandatory
Maximum fieldlength=40
Recommend using title case, not block capitals

Student given name

Mandatory pptional ifstudent only has a family
name)

Maximum field length=40

Recommend using title case, not block capitals

10

Calendar year

Mandatory
Maximumfield length=4
In yyyy brmat

11

Academic year

Mandatory
Maximum field length=2
Must be one of the following value4o, 11, 12

12

Semester/yeaiong

Mandatory

Maximum field length=1

Must be 1 =Smester 1, 2= Semester 23 =year
long

13

Grade

Mandatory for course type COS only, all courses
Maximum field length=1

Must be A, B, C, D, Eor U

Grade for VETCOSaistomatically allocated by SIR
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Column Column

Field mme Comment
number reference

Mandatory for ATAR courses wittpeactical
examination component (for academic yeat2
and ATAR hlts 3and4)

Maximum field length=3

A whole number, 0 to 100

Courseunit practical

14 N mark¢ out of 100

Mandatory for ATAR courses (for academic year
Course unit written 12 and ATARNits 3and4)

mark¢ out of 100 Maximum field length=3

A whole number, 0 to 100

Mandatory for ATARGeneraland Foundation
courses (for academi¢ear 11and12) for course
Course unit mark out of type = COS onlyotherwise optional

100 Not required forPreliminarycourses

Maximum field length=3

A whole number, 0 to 100

15 o

16 P

Excel database foraurseachievements RSCOS

See below for a complete brkdown of the fields within th&kSCO&atabase

A B C D E F G H
Becord Provider Course COSor Course Qualification WA Student Student
. Type Code Code VETCOS Unit Code Number Family Name
2 |RSCOS 1234 ELD COs ATELD 23345678 Student
3 |RSCOS 1234 PHY Cos ATPHY 23345678 Student
4 |RSCOS 1234 MAM cOs ATMAM 23345678 Student
5 |[RSCOS 1234 MDT cos GTMDTW 23345679 Smith
& [RSCOS 1234 REL COs ATREL 23345679 Smith
| | J , K | L | M . N | O | F
. Semester - Course unit Course unit Course unit
G:::{ﬁ::na Cﬂzu::rlar Ac:dazrrm:: either 1, 2or  Grade practical mark- written mark - mark - out of
3 for full year out of 100 out of 100 100
Jane 2018 12 A T4 74
Jane 2018 12 3B 68 68
Uane 2018 12 IA 82 82
ohn 2018 12 3B 66
ahn 2018 12 3C 50 50

Notes to table

If no course unit mark is entered

If acourse unit marlhasnot beenentered, a spacenust be addedn the course unit mark field to
maintain the format of the file. Excel will drop the column unless data has been entered (which, in
this case, is a space). Students in Year 12 are not eligible to receiyaddJ

Nextstep:
10.7 Saving data faipload intoSIRS
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10.6.2 Setting up an Exceldatabase for endorsed program results

(RSEND)
A B C D E F G H |
End d Student Student
Record Provider ndorse WA Student . ?n U en Calendar | Academic
programs Family Given Semester
type code Number Year Year
1 code Name Name
2 |RSEND 4321 PCCNA1 33221166 |Smith John 2025 11 3
3 |RSEND 4321 ADWPL 33221166 |Smith John 2025 11 3
4 |RSEND 1234 PK4L 33113355 |Parker Peter 2025 12 3
5 |RSEND 1234 ADCS 33113355 |Parker Peter 2025 12 3

Thescreershotabove shows section of theequiredformat for the endorsed programesults
database in ExcelFor examplethe RecordTypeis required inColumn A the ProviderCodeis
required inColumn Betc.

The layout requirements foall columns in thendorsed progranmesultsExceldatabaseare
specified m Table24. Screeshots of all required columrareincluded following the table.

Notes:

1 Once the table has been formatted and data entefetb the Excedocument, the header row
must be removegdand the documensaved as .CS\or an .SCSVile before it canbe uploaded
into SIRS-ailure to save in this format will prevent the data from being uploaded into SIRS.

9 The file will not upload successfully if a mandatory field is left blank.

Table 24:Section10 ¢ Exceffile format for endorsed progranresults (RSEND)

Column Column

Comment
number reference

Fieldname

RSEND

1 A Maximum field lengtte 6

Record type

Mandatory
Maximum field length=10
Unique code for thea@urseprovider

Provider code

Mandatory
Maximum field length=12
Unique code for the@rogram

Endorsed programs code

Mandatory
Maximum field length=15
Must beavalidWASNssued by the Authority

Western Australiarstudent
number(WASN)

Mandatory
Maximum field length=40
Recommend using title case, not block capitals

Student family name

Mandatory pptional ifstudent only has a family
name)

Maximum field length=40

Recommend using title case, not block capitals

Student given name
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Column Column
number

7 G

reference

Fieldname

Calendar year

Comment

Mandatory
Maximum field length=4
In yyyy érmat

Academic year

Mandatory
Maximum field length=2
Must be one of the following value$0, 11, 12

Semester

Mandatory
Maximum field length=1
Valid value 3 = yedong

10 J

Result cod®

Mandatory

Example only

Authority-developed

A achieved

N ¢ not achieved

Authority-developed Workplace Learning
1¢9999 for workplace hours completed
Providerdeveloped

AW ¢ awarded

CM¢ competent

Schooldeveloped

A achieved

N ¢ not achieved

Maximum field length=5

11 K

Contact/teacher family
name+

Mandatory when given name or registration
number isspecified
Maximum field length=30

12 L

Contact/teacher given
namet

Mandatory when family name oegistration
number is specified
Maximum field length=30

13 M

Contact/teacherregistration
number

Mandatory except for overseas schools
Issued by TRBWA

Maximum field length= 15

Must be a whole number

14 N

Class identification

Optional

The name to identify the teacher class group as
specifiedby the provider ¢.g Class 1)

Maximum field length=20

15 O]

Qualification code

Mandatory when ADWPL is part of a VET industry
specific course enrolment, otherwise leave blank
Maximum field length=12

*A complete listof achievement codes for endorsed programs can be found on the Authority
website athttps://senior-secondary.scsa.wa.edu.au/vet/endorspbgrams

UTeachef name should be exactly as registered with the TRBWA.

Section 10: Page 8 | Data Procedures Manual 2025


https://senior-secondary.scsa.wa.edu.au/vet/endorsed-programs

Section 10: Results and achievements

Excel database forredorsedprogramresults RSEND

See below for a complete bredown of the fields within th&ENDdatabase

A B C D E F G H |
Record Provider Endorsed WA Student STUd?m Stl’_ldent Calendar | Academic
programs Family Given Semester
type code Mumber Year Year
1 code Name Name
2 RSEND 4321 PCCNA1 |33221166 |Smith John 2025 11 3
3 RSEND 4321 ADWPL 33221166 |Smith John 2025 11 3
4 |RSEND 1234 PK4L 33113355 |Parker Peter 2025 12 3
5 RSEND 1234 ADCS 33113355 |Parker Peter 2025 12 3
J K L M N O
Contact/Teacher
Result |ContactTeacher| Contact/Teacher istrati Class Qualification
registration
code Family Name Given Name & identification code
number
N
55 B5B20120
A Flintstone Fredrick 32050253
A Flintstone Fredrick 32050253

Notesto table

Semester field
The mesterfield (Column 1) shouldshow as8Cfor all studentsas all endorsegrograms are
classified as yedong.

Headings
When completing théexceldatabaseor uploadinginto SIRSthere must be ndeadings in the
spreadsheefi.e. the first row must contain real data

Achievement descriptors

Note: Nis the result code for not achieved, not awarded, not competent, not satisfactory, not yet
attained, below pass, fail, unsuccessful, standard not attained and no programs achieved. The result
code for any student enrolled in an endorsed program teehsequently withdrawn igv.

Nextstep:
10.7 Saving data fanpload intoSIRS
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10.6.3 Setting up an Exceldatabase for VETunit of competency
results (RSVET)

A B C D E F G H ]
Unit of RTO WA Student
Record Provider Course Course ) Qualification e . Y ?n
o code code . Unit code code Competency| provider | Student Family
P wp code code Number Mame
1
2 |RSVET 1234|VCS VETCOS VEVCSC CHC30121 CHCECED30 22557 31764162 |Smith
3 |RSVET 1234|VC3 VETCOS VEVCSC CHC30121 CHCECED31 22557 31764162 |Smith
4 |RSVET 4321 AHC20116 AHCWHS201 83362 | 228811223 |Parker

Thescreershotabove shows section of the required formdor the VET unit of competency results
database in ExcefFor examplethe Record Vpeis required inColumn A the ProviderCodeis
required inColumn Betc.

All the layout requirements fOYET unit of competency resulise specified iTable 25. Screeshots
of all required columnare included following the table

Notes:

1 Once the table has been formatted and data entemetb the Exceldocument, the header row
must be removegdand the documensaved as aCS\or an .SCSVile before it canbe uploaded
into SIRS.

1 The file will not upload successfully if a mandatory field is left blank.

Table 25:Section10 ¢ Excelffile format for VETunit of competencyresults (RSVET)

Column
reference

Column
number

Fieldname Comment

RSVET

! A Record type Maximum field length=5

Mandatory
2 B Provider code Maximum field length= 10
Unigque code for the course provider

Optional

Maximum fieldlength=12

Leave blank for a VET credit transfi@it of
competencyresult

Unique code of the course that the umit
competency is integratedith

3 C Course code

Optional

Maximum field length=6
Must beVETCOS when UoC is integrated into a VE
industry specificourse, otherwise leave blank

4 D Course type

Optional

Maximum field length=12

Leave kank for a VET credit traresfunit of
competency enrolment

Mandatory when VEdustry specificourse code is
specified

5 E Unit code
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Column | Column

Fieldname

Section 10: Results and achievements

Comment

number

reference

Qualification code

Mandatory

Maximum field length=12

Unique code for the qualification the student is
working towardsby conpleting this unit of
competency

Unit of competency code

Mandatory

Maximum field length= 12

Unique coddor the VET unit of congtency that the
results are for

Registered training
organisationprovidercode

Mandatory

Maximum field length= 10

The unique code ahe contractedRTOVETCOS or
COS provider

Western Australian
student numberWASN)

Mandatory
Maximum field length= 15
Must beavalidWASNssued by theAuthority

10 J

Student family name

Mandatory
Maximum field length=40
Recommend using title case, not block capitals

11 K

Student given name

Mandatory pptional ifstudent only has a family
name)

Maximum field length=40

Recommend using title case, not block capitals

12 L

Calendar year

Mandatory
Maximum field length=4
In yyyy format

13 M

Academic year

Mandatory
Maximum field length=2
Must be one of the following valued40,11, 12

14 N

Semester

Optional

Maximum field length= 1

Mandatory for an enrolment in a UoC integrated in
VET industry specifaourse unit enrolment

Valid values £ Semester 1, 2= Ssmester 2,
3=yearlong
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Column

number

15

Column

reference

Fieldname

Result

Comment

Mandatory

Maximum field length=2

20=competency achieved/pass

30=competency not achieved/fail
40=withdrawn/discontinued

41 = withdrawn/discontinued due to RTO closure
51 =recognition of prior learning granted

52 =recognition of priodearningg not granted

60 =credit transfer/national recognition

61 =superseded subject

70=continuing enrolment

81 =non-assessable activitysatisfactorily completed
82 =non-assessable activitywithdrawn or not
satisfactorily completed

85 = not yet started

90 =not yet available

99 =incorrect enrolment; delete

16

Contact/teacher family
name*

Optional
Maximum field length= 30

17

Contact/teacher given
name*

Optional
Maximum field length= 30

18

Contact/teacher
registration number

Optional

Maximum field length= 15
Issued by TRBWA

Must be a whole number

19

Class identification

Optional

The name to identify the teacher class group as
specifial by the provideré.g dass 1)

Maximum field length= 20

20

Commencing course
identifier

Optional

Maximum field length=1

3 =commencing enrolment in the qualification or
course

4 =continuing enrolment in the qualificatioor
course from a previous year

8 =unit of competency or module enrolment only

21

Enrolmentactivity start
date

Mandatory
Maximum field length=10
In dd/mm/yyyy format

22

Enrolment activity end
date

Mandatory
Maximum field length=10
In dd/mm/yyyy format

23

Delivery mode identifier

Mandatory

Maximum field length=2
10=classroorbased
20=electronichased
30=employmentbased

40=other delivery (e.g. correspondence)
90 =not applicablg(RPL or credit transfer)
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Column | Column .
Fieldname

Comment
reference

number

Optional
Maximum field length=10

Traineeship/apprenticdsp

24 X contract ID

Optional

Maximum field length=2
Ol=togetajob

02 =to develop my existing business
03 =to start my own business

04 =to try for a different career
05=to get a better job or promotion
06 =it was a requirement of my job
07 =1 want extra skills for my job

08 =to get irno anothercourse
11=other reason

12 =for personal interest or selievelopment

25 Y Study reasondentifier

Optional

Maximum field length= 1

Y=VETarranged or managed by schools
N=VET outside of a school arrangement

26 z VET ype

Optional

Maximum field length=4
SBT=Schoolbasedtraineeship

ASBT Aboriginalschoolbasedtraineeship
SBA=Schoolbasedapprenticeship

ASBA= Aboriginalschoolbasedapprenticeship
PAiS=Pre-apprenticeship irschool

IB = Industrybased accredited course

Schoolbased
apprenticeship/
traineeship

27

Optional

Maximum field length= 10

Alphanumeric

VETUnigue Studentdentifier (USI) is required faa
unit of competency result to contribettowards the
WACHequirements

28 AB VET USI

*Teachef name should be exactly as registered with the TRBWA.
Excel database fov¥ETunit of competencyresults RSVE)T

See below for a complete breakdown of thelds within theRS/ETdatabase.

A B C D E F G H J

Unit of RTO WA Student

Record Provider Course Course . Qualification o . Y ?n

R code code . Unit code code Competency| provider | Student Family

P P code code Number Name

]

2 |RSVET 1234|\VCS VETCOS VEVCSC CHC30121 CHCECEDQ30 22557 31764162 |Smith
3 |RSVET 1234|\VCS VETCOS VEVCSC CHC30121 CHCECED31 22557 31764162 |Smith
4 |RSVET 4321 AHC20116 AHCWHS201 83362| 228811223 |Parker
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K L Wl M o] P Q R 5
Student Given | Calendar | Academic Contact/Teacher | Contact/Teacher Coma_ct.fTe_acher Class
Semester Result . ) registration |, L
Mame Year Year Family name Given name identification
number
John 2025 11 3 20
John 2025 11 3 70
Peter 2025 12 3 20
T U v W X ¥ z AR AB
i i Traineeshi
Commencing | Enrolment | Enrolment | Delivery Japprent Studly School-based
course activity activity maode P c:sphi reason VET type |apprenticeship/| WET USI
identifier | startdate | end date | identifier P identifier traineeship
contract|D
31/01/2025)|25/10/2025 10 Y ABCDE12345
31/01/2025| 26/10/2023 10 A ABCDE12346
31/01/2025)|27/10/2025 10 ¥ 54321DEFGH

10.6.4 Setting up an Excel database for DTWD funded VET skill set
unit of competency results (RSUSKILL)

A B C D E F G
. . Unit of Wa Student
Record | Provider | Skill set .
Competency |RTO code | Student | Family
type code code
code Number Mame
1
2 |RSUSKILL 1234 |AE456 CHCCCS011 52736| 228811223 |Smith
3 |RSUSKILL 1234|AE456 CHCCOMOO5 52786| 228811223 (5mith
4 |RSUSKILL 1234 |AE456 HLTINFOO1 52736| 228811223 |Smith
5 |RSUSKILL 1234(AE456 HLTWHS005 52786| 228811223 (Smith

The screenshot above shows a section of the required format for the DTWD funded VET skill set unit

of competency results database in Excel. For exampleR#éuord Typeés required in Column A, the
Provider Codas required in Column B etc.

All the layout requirements for DTWD funded VET skill set unit of competency results are specified in

Table26. Screenshots of all required columns are included following the table.

Notes:
1

Once the table has been formatted and data entered into the Excel document, the header row

must be removedand the document saved as@S\or an .SCSVile before it can be uploaded

into SIR

S.
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Table 26:Section 10; Excel file format for DTWD funded VET skillsenit of competency results

(RSUSKILL)
Column | Column Field name Comment
number reference
RSUSKILL
! A Record type Maximum field length = 8
Mandatory
2 B Provider code Maximum fieldlength = 10
Unique code for the course provider
Mandatory
. Maximum field length = 12
3 c Skill set code Unique code for the skill set the student is trying to
achieve by completing this unit of competency
Mandatory
. Maximum field length = 12
4 D Unit of competency code Unique code for the VET unit of competency that th
results are for
Mandatory
5 E Registered training Maximum field length = 10
organisation provider code The unique code of the contracted RTO or COS
provider
. Mandatory
6 F }s/\t/Sj::?\rtnrfuurigzlrI&(l\rl]v ASN) Maximum field length = 15
Must be a valid WASN issued by the Authority
Mandatory
7 G Student family name Maximum field length = 40
Recommend using title case, not block capitals
Mandatory (optional if student only has a family
. name)
8 H Student given name Maximum field length = 40
Recommend using title case, not block capitals
Mandatory
9 I Calendar year Maximum field length = 4
In yyyy format
Mandatory
10 J Academic year Maximum field length = 2

Must beone of the following values: 11, 12
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Column Column

Comment

Field name
number reference
Mandatory
Maximum field length = 2
20 = competency achieved/pass
30 = competency not achieved/fail
40 = withdrawn/discontinued
41 = withdrawn/discontinued due to RTO closure
51 = recognition of priokearningg granted
52 = recognition of prior learningnot granted
11 K Result 60 = credit transfer/national recognition
61 = superseded subject
70 = continuing enrolment
81 = nonrassessable activitysatisfactorily completed
82 = norassessable activitywithdrawn or not
satisfactorily completed
85 = not yet started
90 = not yet available
99 = incorrect enrolmeng, delete
12 L Contact/teacher family Optional
name* Maximum field length = 30
13 M Contact/teacher given Optional
name* Maximum field length = 30
Optional
14 N Contact/teacher Maximum field length = 15
registration number Issued by TRBWA
Must be a whole number
Optional
15 o Class identification The name to identify _the teacher class group as
specified by the provider (e.g. Class 1)
Maximum fieldlength = 20
Optional
Maximum field length = 1
16 p Commencing course 3 = commencing enrolment in the skill set
identifier 4 = continuing enrolment in the skill set from a
previous year
8 = unit of competency or module enrolment only
o Mandatory
17 Q Enrolment activity start Maximum field length = 10
date
In dd/mm/yyyy format
- Mandato
18 R Enrolment activity end Maximumryfield length =10
date
In dd/mm/yyyy format
Mandatory
Maximum field length = 2
10 =classroombased
19 S Delivery mode identifier 20 = electroniebased

30 = employmenbased
40 = other delivery (e.g. correspondence)
90 = not applicable (RPL or credit transfer)
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Column Column
number reference

Field name Comment

Optional

Maximum field length = 2

01l =togetajob

02 = to develop mexisting business
03 = to start my own business

04 = to try for a different career

05 = to get a better job or promotion
06 = it was a requirement of my job
07 = | want extra skills for my job
08 = to get into another course

11 = other reason

12 = for personal interest or sefevelopment

20 T Study reason identifier

Optional

Maximum field length = 1

Y = VET arranged or managed by schools
N = VET outside of a school arrangement

21 U VET type

Optional

Maximum field length = 10

22 Y VET USI Alphanumeric

VET Unique Student Identifier (USI) is requiredafor
skill set to be recorded on WASSA.

*Teache@ name should be exactly as registered with the TRBWA
Excel database for DTWD funded VET skill set unit of competency results (RSUSKILL)
See below for @omplete breakdown of the fields within the RSUSKILL database.

A B C D E F G
i i Unit of WA Student
Record | Provider | Skill set .
Competency [RTO code| Student | Family
type code code
code Mumber | Name
1
2 |RSUSKILL 1234|AE456 CHCCCS011 52786( 228811223 |Smith
3 |RSUSKILL 1234|AE456 CHCCOMOO0S 52736| 228811223 |Smith
4 |RSUSKILL 1234|AE456 HLTIMFOO1 52736| 228811223 |Smith
5 |RSUSKILL 1234 |AE456 HLTWHS005 52736| 228811223 |Smith
H ] K L I M
Conta Conta
Student ] et/ ct/ Contact/Teacher
) Calendar | Academic Teacher | Teacher i i
Given Result 3 i registration
Year Year Family Given
Mame number
Mame Mame
John 2023 12 20(Brown [Susan 32030775
lohn 2023 12 20|Brown |Susan 32030775
lohn 2023 12 40(Brown |Susan 32030775
John 2023 12 40|Brown  [Susan 32030775

Data Procedures Manual 2025 | Section 10: Page 17



Section 10: Results and achievements

o P Q R 5 T U A

Commencing | Enrolment | Enrolment | Delivery | Study
course activity activity mode | reason |VETtype| WETUSI
identifier | startdate | enddate |identifier|identifier

Class
identification

1/02/2023| 28/11/2023 10 ¥ ABCD123456
1/02/2023| 28/11/2023 10 ¥ ABCD123456
1/02/2023| 28/11/2023 10 ¥ ABCD123456
1/02/2023| 28/11/2023 10 ¥ ABCD123456

10.6.5 Reporting VET results (AVETMISS releas8.0)

TheAustralian Vocational Education and Training Management Information Statistical Standard
(AVETMIS$ a national data standard that ensures consistent andrate capture and reporting

of VET information about students. Schools are required to use these nationally consistent codes to
report VET results to the Authority.

There arel4 assessment descriptions under the national reporting requirements

Table 27:Section10 ¢ Resultsdescriptions

Value ‘ Descriptionof assessable enrolments

20 Competency achieved/pass

30 Competency not achieved/fail

40 Withdrawn/discontinued

41 Withdrawn/discontinueddue to RTO closure

51 Recognition of prior learning granted

52 Recognition of prior learning not granted

60 Credit transfer/national recognition

61 Superseded subject

70 Enrolment continuing into a followingpllection year
81 Non-assessable enrolmenmtsatisfactorily completed
82 Non-assessable enrolmemtwithdrawn or not satisfactorily completed
85 Not yet started

90 Not yet available at interim collection

99 Student did not participate in a competency/module

The followingable provides elaboration of the values
Table 28:Section10 ¢ Elaboration ofresultsdescription values

Value Description

Assessable enrolments reported when an enrolment in @ompetency ormodule requires
the student to be assessed against at least one criterion

The student has been assessed and satisfied all the requirements in the unit of compet

20 or module.
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Value Description

30

The student has been assessed as not satisfying the requirements for the unit of compe
or module. (The student must attempt all assessments in order to receive this outcome
code.)

40

The student has withdrawn or discontinued before completing the assessment créeen
if the student has completed some assessments and been assessed as not competent
or more assessments.

41

The student hasvithdrawn or discontinuediue to RTO closure.

51 and 52

Recognition of prior learning (RPL) involves the assessment of previously unrecognisec
and knowledge a student has achieved outside the formal education and training syster
wt[ FaasSaasSa (GKS ad0dzRSydQa Ay T 2dhatstudens I
has achieved the required learning outcomes or competency outcomes. If a unit of
competency or module has any training actiaty & 2 OA | 4 SR g drécégnitioript
LINR 2 NJ f S| Ny 5y¢racoghitidn ¢f pridrie@rnigNE Wl vy § SRQ Y dza i

60

Credit transfer is training credit for a unit of competency or module previously complete
astudentltd2 Sa y204 Ay@2t @S +y laaSaavySya 27

61

Superseded subject is used whigaining activitywascommenced in a unit of competency
or module but was not completed when supersedgdamother subject against whithe
final outcome will be recorded.

70

Continuing enrolment is training activity in a unit of competency or module that continue
for a student into a subsequent collection year whereby the student has not completed
their assessment criteria by the end of the collection year. Continuing enrolment is repo
in the current collection year and in subsequent collection years until the unit of compet
or module is given one of the following: 20, 30, 40, 51, 52 or 61.

81

The student has completed the program of study in a way that satisfies the requirement
the training organisation.

82

The student has not completed the program of study in a way that satisfies the requiren
of the training organisatio® NJ 1 KS a i dz2RSy i KIFI& 6AGKRNI ¢
activities.

85

This is a preliminary outcome code that may be used when the student has enrolled in
ddz6 2S00 o0dzi KlFa y20 &8Sdid O2YYSYyOSR I OilA(g
to be included in an AVETMISS data submissionit Buavailable for use to accommodate
some studentmanagement system requirements. Activity listed with this code in an
AVETMISS data submission will not be included on Unique Student Iddhtfigiranscripts
and not included in any national reports from NCVER.

90

The student is yet to be assessed for the unit of competency or module. This isisedbe
only as an interim result and is not valid as the final result.

99

Where a student did not participate in a competency/module, the value 99 must be ente
¢tKAa gAff SyadaNB GKFd GKS 02YLISGESyOdexky?
results. In this case, it will not be included in any statistics relatingittigipation.
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Notes to table

Leading zero in a number —— —
To prevent Excel automatically removing @ NUMDE wumeer  signment st corger  Fn - protection

that leads with a zero, such as a mobile number, | Zai
you will need tdormat the cell. Kol et fomat cels r tese st v e s s e el
Date played exactly as entered.
To do this:
1. Clickonthe top of the required column to Eitom
highlight the whole column.
2. Rightclick the mouse.
3. Choosdrormat cells
4, Click on theNumbertab.
5. UnderCategory click onText
. Cancel
6. Click on theOKbutton.
Formatting cell for date
Excel may convert a date entered as dd/mm/yyyy
format to mm/dd/yyyy. This will prevent validation| ™ " .
. Number = Alignment Font Border Fill Protection
of the file. ctegony
_General sample
. MNumber
Before entering the date: Correnty
. . Accuuntmi Type:
1. Clickonthe top of the required column to me G -
highlight the whole column. sdeninc i
2. Rightclick the mouse. tom - v
3. ChoosdFormat cells (engian st -]
4, Click on theNumbertab.
5. UnderCategory click onDate.
6. UnderTypeg select the third entry from the o astetok 1) roipand 1o changes i egianml date antime sertings tnas e specied for tne.
A operating system. Formats without an asterisk are not affected by operating system settings.
top (14/03/2012 ¢ without an *).
7. Click on theOKbutton. Cance

Study reason

If astudy reason code is not entered (it is optional), a spaast be enteredn the study reason

code field in order to maintain the format of the file. Excel will drop the column unless data has been
entered (which, in this case, is a space).

If no code is entered in USI field

If aVET USlodehasnot beenentered, a spacenust beaddedin the VET USI code field to maintain

the format of the file. Excel will drop the column unless data has been entered (which, in this case, is
a space).

Reporting VET unit of competency achievement across multiple calendar and/or academic years
When a qualification is delivered over more than one calendar year, schools are only required to
report a result of a unit of competency once.

It is not necessary to enrol and report a result for a unit of competency in subsequent years if it is
linked to that same qualification. SIRS automatically tracks results of a qualification over multiple
calendar years.
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If a unit of competency has already been achieved and forms part of a different qualification, or the
gualification code or RTO code has changed, schools are required to report subsequent
achievements a60: credit transfer.

Refer toFigure 1: Sectiod0 ¢ Most commonly used results codesAVETMISS outcomes identifier
belowfor an explanation of when particular achievement codes may be used.

Student is enrolled in a unit of competenc

The student has

participated in the unit of

competency

The student hasot
participated in the unit of
competency

Has the student been fully assess
by the RTO?

90
Not yet
available
Can be used
where the
student is yet
to receive an
outcome code
for the unit of
competency or
module.

Nextstep:

20
Competent
Student has
successfully

completed all
requirements
of the unit of
competency.

60
Credit transfer
Credit transfer
applies to any

unit that has
previously
been achieved
and is used for
meeting the
requirements
of another
qualification
previously
completed by a
student.

30
Not competent
Student has
been assesse(
in all elements
of the unit of
competency
and has NOT
successfully
completed all
requirements
of the unit of
competency.

10.7 Saving data fampload intoSIRS

99
Didnot
start

61 40
Superseded] Withdrawn
subject (o]
Training discontinued
activity has | Student did
not
participate to
the end of
the unit of

competency.j] competency.

70
Continuing
enrolment

(in the following
year)
Enrolment in the
unit of
competency has
not finished and
will be
continuing into
next year.
Note: 70 cannot
be used for Yea
12 students.
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10.6.6 Setting up an Exceldatabase for VET qualification results

(RSQUAL)
AN B | € , D . E F | G H
Registered
Record = Provider Qualification Training e Studgnt Stqdent Calendar
R Student  Family Given
Type Code Code Organisation Year
2 Number  Name Name
1 Provider Code
2 |RSQUAL 1234 BSB20115 50918 24345677 Smith John 2018
3 |RSQUAL 1234 BSB20115 50918 23345642 Jones Joan 2018

Thescreershotabove shows a section of the required format for the VET qualification results
database in ExcelFor examplethe RecordTypeis required inColumn A the ProviderCodeis
required inColumn B etc.

The layout requirements foall columns in &¥ET qualification resulisxcel databasare specified in
Table29. Sreershots of all required columrare includedollowingthe table.

Notes:

1 Once the table has been formatted and data enteretb the Excel documenthe header row
must be removedand the documensaved as aCS\or an .SCSV¥ile before it can be uploaded
into SIRS.

1 The file will not upload successfully ifrandatory field is left blank.

Table 29:Section10 ¢ Exceffile format for VET qualification results

Column Column

Fieldname Comment
number reference
RSQUAL
! A Recordtype |y imum field lengthe 6
Mandatory
2 B Provider code Maximum field length=10
Unique code for the course provider
I Mandatory
3 C CQO“ da;'f'ca“on Maximum field lengtte 12
Unigue code for the qualification
Registered Mandatory
4 D training Maximum field length=10
organisation The unigue code dhe RTOoffering the qualificatio on behalf
provider code of the COS provider
X\:Jesstz:gn Mandatory
5 E Maximum field length=15

student number Must beavalidWASNssued bythe Authority

(WASN)
6 = Student family Mandatory
name Maximum field length=40
7 G Student given Mandatory pptional ifstudent only has a family name)

name Maximum field length=40
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Column Column

Fieldname Comment
number reference

Mandatory
8 H Calendar year Maximum field length=4
In yyyy format

Mandatory
9 I Academic year | Maximum field length=2
Must be one of the following values: 10, 1121

Mandatory

Maximum field length=1
Y orN

Certificate issued
Y=the student has achieved the qualification and received th
qualification certificate transcript from the RTO

N =the student has achieved the qualificatidrut has not yet
received the certificate transcript from the RTO

10 J Certificate issued

Optional

Held length=10

11 K VET USI Alphanumeric

VET Uniquet8dent Identifier (USI) is required for qualification
to contribute towards the WACEequirements

Excel database fovETqualification results(RSQUAL

See below for a complete breakdown of the fields within tiERAldatabase.

A B | C D E F G | H I | 3 K
Registered
Record  Provider Qualification Training WA Studgnt Stgdent Calendar Academic Certificate
s Student  Family Given VET USI
Type Code Code Organisation Year Year Issued
; Number  Name Name

1 Provider Code
2 |RSQUAL 1234 BSB20115 50918 24345677 Smith John 2018 11 N DFG2223456
3 |RSQUAL 1234 BSB20115 50918 23345642 Jones Joan 2018 12 N 4567ABC123

10.6.7 Setting up an Excel database for DTWD funded VET skill set
results (RSSKILL)

A B C ¥ E F G H
Registered
Skill Training WA Student | Student

Record | Provider Calendar | Academic

Set  |Organisation| Student Family Given

Type Code Code Provider Mumber Mame Mame vear Year
. Code
2 |RSSKILL 1234 | AEASE 52786| 228811223 |Smith John 2023 12
RSSKILL 1234 | AEAS6 52786 233456042 (Jones Davey 2023 12

The screenshot abow&hows a section of the required format for the DTWD funded VET skill set
results database in Excel. For example,Reeord Typeés required in Column A, tHerovider Code
is required in ColumB etc.
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The layout requirements for all columns in a DTWD funded VET skill set results Excel database are
specifiedin Table 30. Screenshots of all required columns are included following the table.

Notes:

I Once the table has been formatted and data entered into the Excel document, the header row
must beremoved and the document saved as@S\or an .SCSV¥ile before it can be uploaded
into SIRS.

9 The file will not upload successfully if a mandatory field is left blank.
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Table 30:Section10 ¢ Excel file format for DTWD funded VET skill sesults (RSSKILL)

Column Column .
Field name Comment
number reference
RSSKILL
! A Record type Maximum field length =7
Mandatory
2 B Provider code Maximum field length = 10
Unique code for the course provider
Mandatory
3 C Skill set code Maximumfield length = 12
Unique code for the skill set
Registered Mandatory
4 D training Maximum field length = 10
organisation The unique code of the RTO offering #ieéll seton behalf of the
provider code COS provider
e, Manaory
5 E studentnumber Maximum field length = 15
(WASN) Must be a valid WASN issued by the Authority
6 F Student family Mandatory
name Maximum field length = 40
Student given Mandatory (optional if student only has a family name)
7 G . .
name Maximum field length = 40
Mandatory
8 H Calendar year Maximum field length = 4
In yyyy format
Mandatory
9 I Academic year | Maximum field length = 2
Must be one of the following values: 11, 12
Mandatory
Maximum field length = 1
Yor N
Statement of .
. SOA issued
10 J Zt;i'génem (SOA) Y = the student has achieved the skill set and received the sk
set SOA transcript from the RTO
N = the student has achieved the skill set, but has not yet
received the SOA transcript from the RTO
Optional
Field length = 10
11 K VET USI Alphanumeric
VET Unique Student Identifier (USI) is required for a skill set
be recorded orthe WASSA
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Excel database for DTWD funded VET skilssesults (RSKILL)

See below for a complete breakdown of the fields within th&®Sdatabase.

A B C D E F G H J K
Registered Statement
. Skill Training Wa Student | Student . of
Record | Provider o i ) Calendar | Academic .
Set  |Organisation| Student Family Given Attainment VET USI
Type Code i Year Year

Code Provider Number Mame Name (son)
] Code Issued
2 |RSSKILL 1234|AE456 52786| 228811223|Smith John 2023 12|¥ ABCD123456
3 |RSSKILL 1234| AE456 52786 23345642[lones Davey 2023 120¥ XYZ7B9CBAL

10.7 Saving data for upload into SIRS

Once all required information has been entered into a database, the data must be saved (or
exported) asa.CS\r an .SCSVYile before it canbe uploaded into SIRS. Failure to save in this format
will prevent the data from being uploaded into SIRS.

10.7.1 File naming

There are file name conventions for eaamthievementype.
10.7.1.1 Course achievements (RSCOS)

XXXXXSSBTYYYXCSV
whereXXXXx = record type, e.gRSCOS
SSS¢ = the proviar/schoolcode, e.9.1234
TT =S1S2,Y1 for senester or yearlong data
YYY =Y11Y12 for Year 1dr Year 12 data
or YUP for conbined Year 11 andeér 12 data

Example
The file name of course achievemefrsm provider/sdool 1234 for Yar 12 would be

RSC@A1234Y1Y12.CSV

10.7.1.2 Student results and achievements in endorsed programs (RSEND)

XXXXXSSBTYYYXCSV
whereXXXXX = record type, e. gRSEND
SSS¢ = the proviar/schoolcode, e.9.1234
TT =S1S2,Y1 for senester or yearlong data
YYY =Y11Y12 for Year 1ar Year 12 data
or YUP for canbined Year 11 andedr 12 data

Example
The file namef endorsed programesults andachievementgrom provider/sdool 1234 for Yar 12

would beREND1234Y1Y12.CSV
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10.7.1.3 Student results and achievements in units of competency z VET
credit transfe r and VET integrated into VET industry specific
courses (RSVET)

XXXXXSSBTYYYXCSV
where XXXXX = record type, e.g. RSVET
SSS¢ = the provider/school code, e.g. 1002
TT =81, S2, Y1 feemester or yeatong data
YYY =Y11, Y12 for Year 11 or Year 12 data
or YUP for combined Year 11 and Year 12 data

Example
The file name of VEEsultsand achievementfor units of competencyrom provider/school 1002

for Semester Tor Year 11 would b&SVET002S1Y1CSV

10.7.1.4 Student results and achievements in DTWD funded VET skill set
units of competency (RSUSKILL)

XXXXXSSBYYCSV
where XXXXX = record type, e.g. REBKILL
SSS¢ = the provider/school code, e.g. 1002
YYY =Y11, Y12 for Year 11 or Year 12 data
or YUP for combined Year 11 and Year 12 data

Example
The file name of DTWD funded VET skill set results and achievements for units of competency from

provider/school 1002 for Year 11 would B&SKIL1002Y11CSV
10.7.1.5 Student results in full VET qualifications (RSQUAL)

XXXXXSSSSTTYOBK

where XXXXX = record type, e.gRSQUAL
SSS¢ = the proviar/schoolcode, €.g.1002
TT =81, S2, Y1 for semester or ykarg data
YYY =Y11, Y12 for Year 11 or Year 12 data
or YUP for combined Year 11 and Year 12 data

Example
The file name o¥YETqualifications from provider/school 1002 for Semester 1 for Year 11 would be

RSQUAL002S1Y1LCSV
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10.7.1.6 Student results and achievements in DTWD funded VETSsKkill sets
(RSSKILL)

XXXXXSSSSTTYOBK

where XXXXX = record type, e.gRSSKILL
SSS¢ = theprovider/schoolcode, e.g.1002
YYY =Y11, Y12 for Year 11 or Year 12 data
or YUP for combined Year 11 and Year 12 data

Example

The file name oDTWD funded/ETsKill sets results from provider/school 1002 for Year 11 would be
RSSKIW002Y11CSV

10.7.2 Further changes

If any further changes need to be made to the spreadsheet, make sure you edit your original Excel
document and not theCS\or the .SCSVYile, as opening théile again will result in the loss of any
text formatting.

10.8 Upload ing data into SIRS
Oncedata has beemsavedasa .CS\br an .SCSWVile, it can be uploaded into SIRS.

Touploadresults andachievements P—

1. Inthe blue horizontal navigation barpkier overthe Uploadstab (see ‘Upload Offerings
screenshot to right) Upload Students

2. Click onUpload Achievements TheUpload Achievementdields will Upload Enrolments
appear. Upload Achievements

3. InAchievement Typeselect either:

Achievements (results) iroarseunits (RSCOS)

Achievements (results) endorsed program (RSEND)

Achievements (resuljsn VETqualification(RSQUAL)

Achievements (results) in VET units of competency (RSVET)

Achievements (results) DTWD funded/ETskill set units of competendRSUSKILL)

Achievements (results) DTWD funded/ETsKill set (RSSKILL)

4. To locate the required file on your computer, clarkthe Browsebutton.

5. On a Window®perating systemthe Choose Filéo Uploadwill screen appeamavigate to the
folder where the required file is stored on your compuserd click on it

6. Clickonthe Openbutton. The drive, folders path and file name will appear inFfiefield.

= =4 -4 —a -—a -8

Note:the emailaddress of the person uploading the file will automatically appear. SIRS will send an
email message to this person to report the status of the upload.

7. Clickon Upload File for Processingr you can clickn the Closebutton to exit without
continuing with the upload

Note: you cancheckthe progress of your uploaid either youremail inbox or irPrivate Messages
available from thehomepage ofthe SIRSvebsite
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10.8.1 Email messages

Email messages are generated by SIRS and sent to the person uploading the file. These emails may
hawe any of the following messages.

Successfully verified
The system will place the file in the queue for processing and you will receive another email
regarding processing.

Successfully processed
The system has processed the #led there were no problems found.

Processed with warnings

Thefile has been processed, but the system hagiigd certain recordsOccasionally thevarnings
canbeignored,bui 2 YS Ydzad 06S RSIfd 6AGK AF GKS &addzRSylac
affected.

Failed verification

The system is unable to verify the file and send for procesasithere are errors that need to be
fixed.

Example of a failed file verification message:

The VET UoC Results (RSVET): RSVET1234Y1Y10.csv has failed verification due to the
errors:

Error occurred on record 26 (Student: 22298524: Smith, Chuck). The following errors we
found in this record:

- UoC Result not specified.

Failed processing
The system was able to verify the filat there were errors that prevented the information from
being processed by SIRS.

Example of a failed file processing message:

The VET UOC/Qualification Association File: links.csv has failed processing due to the
following errors:

Error occurred on record 1. The following errors were found in the record:

- Invalid VET UoC code: BSBADM101
- Invalid VET qualification code: BSB11115

Check all error messages produced by SIRS and try to resolve them. To assist you with resolving
errors, refer toTroubleshootingn this section. If the issue has not been resolved, contact the Data
Services team atataservices@scsa.wa.edu.au

10.8.2 Upload confirmation

You can expect a message reporting the progress of yowpigadwithin 15 minutes in either your
email inbox or irPrivate Messagesavailable from the home page tife SIRSvebsite Processing
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time depends on the number of files already queued in the system as well as the size of the files to

be processed.

Note: if you successfully upload a file with data that already exists in SIRS, data from the latest file
will replace the previous values.

Your Upload Statugavailable on the home page thfe SIRSvebsite) will alsochangeonce a file has
been successfully uploadéseescreenshobelow).

Achievements Upload Status

IThe following details the last time that SIRS processed a verified achievement file from your provider for students in the
following:

Academic Year Course VET UoC VET Qualification Endorsed Program

- [ © ] © © o
Year 11 6 'T{,_{/' \g.:/ ) @

See the table below for a key to tiehievements Upload Statusymbols.

Table 31:Section10 ¢ Upload symbols key

Icon Meaning
@ Successful upload

e Data not uploaded successfully

/L Time to update data in SIR$e-upload
Q" Processed witlwvarnings

\5&/' Your school may not have data for this section

) Locked to schools no further uploads to the SIRS database

The status may shoWata not uploaded successfulfpr a number of reasons. To identify and
resolve the issue, refer tihe Troubleshootingectionbelow.

10.9 Troubleshooting

Anunsuccessfuliploadof afile into SIRS may result in the following error mess&gaa not

uploaded successfullyinformation in this section can help you resolve isagseciate with this
messagdor the following file types

 RSCOS, RSYRBUSKIIAND RSEND files
 RSSKILL (DTWD funded Sidillsets only)
1 RSQUAL filg¥ET qualifications only)
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10.9.1 Troubleshooting files (RSCOS, RSVERSUSKILIAND RSEND
Table 32:Section10 ¢ Common eror messagesor RSCOS, RSVIRBUSKIlAnd RSEND file upload

and possible solutions

Example error messages ‘ How to resolve the problem

Record type must be: RSVET

You areuploading a file that is not an RSVET (it may be an
RSCOS etchowever, atthe time ofupload you selected this as
your upload type. It is possible that you have either selected
wrong file to upload or selected the wrong upload ty@heck
what you are uploading and select the appropriate upload tyy
for the file you are uploading.

Note: this error also occurs if your file is saved asXdrile
instead ofa.CS\or an .SCS¥Yile.

VET UoC code not specified or not
correct format

Codeis missing or incorrect, contact the Authority if you
require assistance.

VET qualification code not specified or
not correct format

Codeis missing or incorreat, contact the Authority if you
require assistance.

Unit code not specified

Codeis missing or incorreat contact the Authority if you
require assistance.

UoC esult not specified

Result field has not been filled in.

52133 is not a Authority endarsed
qualification code foR025

Some codes will be owtf-date ¢ contactthe Authority if you
require assistance

Secified VET UoC enrolment end date
must not be prior to the VET UoC
enrolment start date

Dates have been entered incorrectyenter an end date that is
after the start date.

Sudent identified by: 18245444 is not
currently enrolled in a course with code
VIT for2025

This student is not enrolled in the course so cannot be given
result. Uploadan ENCOS/ENVHIE, as appropriate.

VET UoC enrolment start date is not a
valid date

Start date is incorrect (possibly in incorréatmat).

UoC code nolinked toDTWD funded
VET skill set

Code is missing or incorregtontact the Authority if you
require assistance.

The teache® name Smith, Noni does
not match the name of the teacher with
the same TRBWA number 32337882 ir
SIRS. Please check that you have
assigned the correct TRBWA number t
the teacher by checking the TRBWA
number of the teacher at
http://www.trb.wa.gov.auand then
selectngthe Register ofeachersmenu
item. If the number is correct, contact
the SIR®Belpdeskto resolve his

problem

The teacher ipossibliylistedin SIRS wittheir previousfamily
name éurnamg, i.e. Smith Theymay haveecentlychanged
her name to Brown and SIRS will only accept Brown on the
upload information. SIRS information is received from the
TRBWAand schools need to contact the Authority to check o
the correct name/number.
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Example error messages ‘ How to resolve the problem

Student identified by number: 2215140
has a different academic year spéif
in their demographic record

This student is currently registeréd SIRS with a different
academic yearContact the Authority to either change the
academic year (the student may have come from another
school), oriitisa Year 11 or Year 12 student wishing to chan
complete theRequest tahangeacademicyearform and sendt
to the Authority.Check theActivities Scheduli®r the final date
the Authority will accept forms to change academic year.

Student identified by number: 2120075
has a name othethan specified: Anne,
Sulaman

The studen® @ame is different from the one in SIRGBeckthe
studentQ @etails in your school system, generate a freRGDG
file and uploadt again to update the name of the student. On
updated you can then upload this file again. If the student ha
changed their name or there is an incorrect spelling, contact
Authority via emailto make these changes.

Y09 is not a valid academic year for
standalone UoC enrolment. Nestb be
higher than Year 9

Year9 students can only be enrolled in VET UoCs by special
arrangement Contact the Authority for further details.

The number of columns for this file mus
not be less than 19Vake sure the
uploaded file is a valid file iither
.SCSV.CSV ofixed lengthformat and
matches with the selectetype of
course results (RSCOS)

This message appeavehenthere isno information in the final
columnin the file being uploadednter a spacen eachrow to
maintain the format of the file. Excel will drop the column

unless data has been entered (which, in this case, is a space

We are unable to process this record a
the last date for result changes
(12/11/2025 to Year 1datafor 2025
haspassed. Contact School Curriculum
and Standards Authority if you still neet
tomakeOKIl y3Sa G2 @&2d

The database has been locked for chan@estact the
Authority, who may be able to upload the file for you. There &
some changes that cannot be made uitttie following year due
to end-of-year processing.

Course unit code: ATENG as parthef
course withthe code: ENG is not offerec
by the provider with code: 1234 f@&025

Upload your OFCOS file and an ENCOS file to etimiceurse
is offered andhe student is enrolled

The student identified by: 20622166 is
not currently enrolled in a course with
code: ENG fo2025

Upload an ENCOS fikdth the student included in theaurse
unitsthat areshowingas not enrolled.
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10.9.2 Troubleshooting files for VET results z DTWD funded VET
skill sets only (RSSKILL)

Table 33:Section10 ¢ Common error messages for RSSKILL file upload and possible solutions

Example error messages ‘ How to resolve the problem ‘

Warning occurred on record: 14 Check student summary details report (CSE012) in SIRS BOry¢D
(Student: 21632418: Builder, John),| funded VET skill semnits of competency (UoC) enrolments for
The following issue should be noteg students. All UoCs towardsTWD funded VET skill satist be

¢ this record has been ignored as | enrolled under the samskill setcode and RTO code.

student 21632418 has not achieved
the minimum number of units of
competency required to complete
the skill set AE456

Warning occurred on record: 2 Check student summary details report (CSE012) in SIRS to see
(Student: 2163218: Builder, John). | student is enrolled in the UoCs for tiEr'WD funded VET skill set
The following issue should be noteg the current year. At least one enrolment must be in the current ye
¢ this record has been ignored as | for RSKILEo process. Check that the RTO code for the UoCs an
student 21632418 is not enrolled to| the RTO code in the BRIL file match. If not, adjust UoC

any unit of competency linked to the enrolments or codes in BKILfile as appropriate.

DTWD funded VET skill #E456
and RTO 52280 2025

Notes to table

Reporting VET unit of competency results across multiple calendar and/or academic years
When aDTWD funded VET skill sedelivered over more than one calendar year, schools are only
required to report a result of a unit of competency once.

It is not necessary to enrol and report results for a unit of competency in subsequent years if it is
linked to that saméTWD funded VET skill s&iRS automatically tracks results @ &aVD funded
VET skill sedver multiple calendar years.

If a unit of competency has already been achieved and forms part of a different qualifivd&ibn
skill sef or theDTWD funded VET skill sstde or RTO code has changed, schools are required to
report subsequent results &9: credit transfer.

Superseded unit

If a student commences training in a unit of competency, which is subsequently supeeswtlin
final outcome will be reported in the current unit of competency, schools are requireectrd the
resultof the superseded unit of competency &% Superseded subjedh the RESKILIile.

VET result collection
If your students are not enrolled in a VET unit of competency in the SIRS database prior to the

NBadzZ GAy3 LISNA2RI |y SyNRfYSyld gAftf 0SS ONBIGSR

details in the results collection file.
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10.9.3 Troubleshooting files for VET resultsz qualifications only

(RSQUAL)

Table 34:Section10 ¢ Common eror message$or RSQUAL file uploaaind possible solutions

Example error messages

Warning occurred on record: 14
(Student: 21632418: Builde¥phr).
The following issue should be notec
¢ this record has been ignored as
student 21632418 has not achieved
the minimum number of units of
competency required to complete
the qualification BSB2@0

‘ How to resolve the problem ‘

Check student summary details report (CSE012) in SIRS uoitee
of competencyUoC) enrolments for students. AlbG towards a
qualification must be enrolled under the same qualification code
and RTO code

Warning occurred on record: 2
(Student: 2163218: BuilderJohr).
The following issue should be notec
¢ this record has been ignored as
student 21632418 is not enrolled to
any unit of competency linked to the

Check student summary details report (CSE012) in SIRS to see
student is enrolled in th&JoG for the qualification in the current
year. At least one enrolment must be in the current year for RSQ
to process. Ia qualification was completed in a previousay,
contact the Data Servicesdm to uploadnto SIRSCheck that the
RTO code for theloG and the RTO code in the RSQUAL file mat;

qualificationBSB2012@nd RTO
52280 in2025

If not, adjustUoCenrolments or codes in RSQUAL file as
appropriate.

Notes to table

Reporting VET unit of competenagsultsacross multiple calendar and/or academic years
When a qualification is delivered over more than one calendar year, schools are only required to
report a resultof a unit of competency once.

It is not necessarip enrol and report resultfor a unit of competency in subsequent years if it is
linked to that same qualification. SIRS automatically trae&sltsof a qualification over multiple
calendar years.

If aunit of competencyhas already been achieved afudms part of a different qualification, or the
gualification code or RTO code has changed, schools are required to report subsespudisas
60: credit transfer.

Supersededinit

If a student commences training in a unit of competendyich is subsequentlyupersededandthe
final outcome will be reported in theurrent unit of competency, schools are required to result the
supersededinit of competency aé1: Superseded subjedh the RSVET file.

VET result collection

If your students are not enrolled in a VET unit of competency in the SIRS database prior to the
NBadzZ GAYy3a LISNA2RI |y SyNRfYSyld oAff
detailsin the results collection file.
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10.10 Generating a report to identify

Section 10: Results and achievements

missing results
and achievement s for courses , units of
competency and endorsed programs

You cargeneratea reportfor students with missing resulend achievementfor courses,VETunits
of competencyandendorsed programa

Torun a report

1.

In the bluehorizontal navigation bar,dver overthe Reportstab A
(seescreenshoto the right).

) ] ) I Other Reports -
Click orOther Reports. TheOther Reportdields will appear.
Selectthe Report TypeasMissing Achievementfrom the dropdown list (see screenshot
below).

Reports: Other Reports

Reports || Search Reports |

Select a Report

Report Type:
e
Report : Achievements
Awards
Brightpath
Certification
Common Oral Assessment Task
Courses
Enrolments
External Assessment
Externally Set Tasks
Fees

deracy 3 &4 A
Missing Achievements

Moderation

Selectthe ReportasCSE00§ Missing Achievements by Providérom the dropdown list(see
screenshot below)

SelectYear and Academic ¥ar (if required.

Untick the Achievement Typecheckboxes as require(see screeshot below)

Reports | [ Search Reporis |

Select a Report

Repart Type: [Missing Achievements [~]

Report : 'CSEUDQ - Missing Achievements by Provider I 2
Report Criteria k

Provider : | \i“_“ﬂ

Year : [ ¥x

Academic Year : [ [v]

Semester : | I~]

Achievement

Course Unit
[ VET Unit of Competency
Endorsed Program

Types :

Exam Candidates Only : [

Run Report As Batch: ]

Report Comment

This report lists students and their enrolments in course units, endorsed programs and units of competency for which no results have been submitted.

7. Clickon the GenerateReport button (seeexamplereportsin subsection11.12).
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10.11 Identifying missing results and achievements for
courses, units of competency and endorsed
programs without generating a report

Onceall resultsand achievementiave been uploaded into SIRSthia RSCOQRSENRNdRSVET
files, schools camentify any missingesultsand achievementwithout running a report

To do this:

1. In the bluehorizontal navigation bar,dver overAchievements
(seescreenshot to theight).

2. Click onMissing AchievementsTheMissing Achievements Details | Mi
fields appear.

3. Select the correcAcademic Year

4. Click on thesearch Resultgb. The missing results and achievementsGaurseswill appear
and theVET Credit Transfer UadEndorsed Progranabs can be seen (seereershot
below).

Achieverments
ssing Achievements .

Achievements: Missing Achievements Details

Course || Subject || VET Credit Transfer UoC || Endorsad Program |

Courses | [Eoarea = | [FSamens | e |

[Fitter Details |
I Provider: [1234: Aufrority Senior High School Yeer: PO1G |

Cours es
| | Course Name | ver Mo. Results Required No. Results Received
|ELY: Bidogy 1 0
|cHE: Chemtstry

:CS'_: Chinese: Second Language

DES: Design

IDR..‘\: Drama

5 1

1 1
|pare Dance | 1 1

1 0
|

1 [}

5. Click on thedocumenticon * next to each course to view amyissingachievementdetails
6. Click on the tabs to viemissingachievementdetailsfor Vet Credit Transfer Uo@ndEndorsed
Prograns (see screenshot below).

Achievements: Missing Achievements Details

VET Gradil Transfor UsC || Integrated ol | | S8 Hzrits (55 Reslis

[Fiter Dutaits oY |
| Prowider: Flul:.-!utl'onw Senior High School Year:[2014 |

VET Credit Tramsfer UoC

VET Credit Transfer Lot Hame Mo. Results Required | Mo, Results Recelved

50033 Devedap and demanstrate advanced comaunication skills
50034: Develop and apaly knowledge of hurman biolegy

5003%; Parform caloulations in health mathematics
G0036; Apply concepts from cheamistry and physics to haalth

oo oo

7. Qick on thedocumenticon  next to theVET Credit Transfer Uat Endorsed Programame.
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8. Clickon the Exportbutton to createa.CSMile containing tle names of students with missing
units of competency €ethe screershotbelow). You can use thisformation to follow up on
missing resulteind achievements

& o ©- = MissingAchievementsDetails.20181107100254.csv - Excel
FILE HOME INSERT PAGE LAYOU FORMULAS DATA REVIEW VIEW HPEC

D6 - Jx

A B C D E

1 |Student No. Given Name Family Name  Teacher Name
2 11223344 Sam Name Teacher
3 22334411 James Name Teacher
4 33441122 Albert Name Teacher
5 44112233 Mark Name Teacher

10.12 Example s of missing results and achievement s
reports

CSEDO9 School Curriculum and Standards Authority Time 14:05:48 Date 18/0516

Enrolment with Missing Result Page 1 of 4
Year 12, 2016

Course Enrolment

1234 : Authority Senior High School

Semester  Unit Unit Scora Practical Unit Score Written Unit Scare Grada

Year 12 22815716 Adams, Ronald

Full Year — ATORA [Seore: 7] [Sears: 7] [Score: 7] [Grace: 7] {Exam enrolled)
Ful Year ~ ATHBY [5eora- 7] [Seora- 7] [Grads: 7] {Exam enrolled)
Full Year  ATUIT [5eora- 7] [Seora- 7] [Grads: 7] {Exam enrolled
Full Year — ATRMUSW [Seore: 7] [Sears: 7] [Score: 7] [Grace: 7] {Exam enrolled)
Full Year ~ ATPES [Seore: 7] [Sears: 7] [Score: 7] [Grace: 7] {Exam enrolled)

Total Mo. of Units: &

CSE009 School Curriculum and Standards Authority ~ Time 15:12:28  Date 22/12/21
Enrolment with Missing Result Page 2 of 9
Year 11, 2021
VET UoC Enrolment

(NOTE: * indicates resulted with code 50)
1234: Authority Senior High School

UoC RTO Integrated with Semester
Qualification: SIT20316: Certificate 1| in Hospitality
Year 11 12345678 Student name

BSBWOR203 : Work effectively with others 0386: Hospitality Group Training (WA) Inc VETIS (VHT) Full Year
SIRXSLS001 - Sell to the retsil customer 0386: Hospitality Group Training (WA) Inc VETIS (VHT) Full Year
SITHCCCDD1 : Use food preparation equipment 0386: Hospitality Group Training (WA) Inc VETIS (VHT) Full Year
SITHCCCOD3 : Prepare and present sandwiches 0386: Hospitality Group Training (WA) Inc VETIS (VHT) Full Year
SITHINDOOZ : Source and use information on the 0386: Hospitality Group Training (WA) Inc VETIS (VHT) Full Year
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CSEQDS School Curriculum and Standards Authority  Time 09:01:04  Date 02/05/16
Enrolment with Missing Result Page 18 of 19
All Students, 2015

Endorsed Program Enrolment

1234: Authority Senior High School

Academic Year Student Program Code  Program Provider  Program Title Semester

Provider-developed
Wear11 22511575 Sulton, Carys
PGCET . Classical Balat Lavel T Full Yaar

Total Mo, of Programa: 1

CSE009 School Curriculum and Standards Authority ~ Time 12:05:48 Date 17/10/24

Enrolment with Missing Result Page 1 of 20
All Students, 2024

VET UoC Enrolment

(NOTE: * indicates resulted with code 90)
1234: Authority Senior High School

UoC RTO Integrated with Semester

SkillSet: AE378: Business Ready Skill Set
Year12 335544221 FLINTSTOME, FREDERICK

BSBOPS203 : Deliver a service fo customers 52787: South Metropolitan TAFE VET Credit Transfer
BSBPEF202 : Plan and apply fime management 52787: South Metropolitan TAFE WET Credit Transfer
BSBTEC201 : Use business software applications 52787: South Metropolitan TAFE VET Credit Transfer
BSBWHS211 : Contribute to the health and safety of 52787: South Metropolitan TAFE VET Credit Transfer

self and others
Total Mo. of Units: 4

10.13 Further help

For issues relating to the information contained in tata Procedures ManudD25 contact the
Data Services team dhtaservices@scsa.wa.edu.au
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Note: screenshots are for illustration purposes oniind mayshow a date prior to 2025.
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Section 11: Vocational education and training (VET)

11.1  Overview

¢CKS ! dzikK2NAGeQa +9¢ RIFIGlFIolrasS O2ydGlAya ljdza t AFAOI
in SIRS

These files can be downloaded bgpRrting to Parent/ET and MAZE schools. Schools should

ensure that at least once a month they download the VET modwlasable on the Authority

websiteon the VET Data and Reporting patétps://senior-secondary.scsa.wa.edu.au/vet/vaifo-
all-schools)

If there are qualifications or units of competency that your school is offéhiagare not in SIRS,
contactthe Authority atVETIinking@scsa.wa.edutmurequest these additions.

Important: inyour request, include the national qualification code and title along with the
unit/s of competency/module code and title that you wish to be linked.

Information on VET in the WACE is availablehe&uthoritywebsiteon the All About VET page
(https://senior-secondary.scsa.wa.edu.au/vetialboutvet).

11.2  VETreporting

Shoolsthat have students undertaking nationally recognised VET qualificadi@nsequired to
report the following VET file® the Authority in accordance with thaates published on the
Authority websitein the Activities Schedulg@ttps://www.scsa.wa.edu.au/publications/activities
schedule)

Students who wish to hawéET completed outside of a school arrangenemttribute towards their
WACE must complete thipplication for WACE recognition of VET achievement completsid®

of a school arrangemermtvailableon the Authority websiteon the VET Credit Transfer page
(https://senior-secondary.scsa.wa.edu.au/vet/vetedit-transfer). Only full qualifications will be
processed by the Authority. Partially completed Certificate Il or higher qualifications of at least
220nominal hours of new VET enrolmeiits Year 12 onlywill also be accepted. See theACE
Manual 2025for more details

For all VET resusltodes, refer tdResults ancdchievements

Each calendar year¢isools are required to report:

VET estimates (ESQUAL)

A summary of VET qualifications offered through various deliverygeraents (Auspice, Profile,
Feefor serviceetc.) along withé (i dzR B/)XSiéaRefer to ESQUAL file format

VET enrolments (ENVET)
Student enrolment in individual units of competerassociatel with the relevant qualification.
Refer to ENVET file format

VET result§RSVET)
Student results in individual units of competerassociate with the relevant qualification.
Refer to RSVET file format

VET achievements (RSQUAL)
Sudents who have successfully completed a qualification dRdfer to RSQUAL file format
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DTWD funded VET skill set enrolments (ENSKILL)
Student enrolment in individual units of competency associated with the relevant DTWD funded VET
skill set.Refer toENSKILL file format

VET units of competency results for a DTWD funded VET skill set (RSUSKILL)
Student results in individual units of competency associated with the relevant DTWD funded VET
skill set. Refer tRSUSKILL file format

DTWD funded VET skill set achievements (RSSKILL)
Students who have successfully completed a DTWD funded VET skill sBedaihtoRSSKILL file
format.

11.3  VETcredit transfer

VET credit transfer in the WACE refers to any nationally endorsed qualificatarttarity
recognised accredited course that is not linked to a VET industry specific course and is used by a
student to contribute towards their WACE.

For instructions on how to report student enrolments as VET credit transfier to Enrolments

For instructions on how to report studergsultsas VET credit transfetefer to Results and
achievements

11.3.1 Achievement of full VETqualifications (RSQUAL)

It is essential that the RSQUAL &ildy contains students who have successfully completed a
qualification and not students who are working towards the completion of a qualification (i.e. partial
gualifications, skills sets individual units of competency).

TheCertificateissuedfield (seeSetting up arExceldatabase foVMETqualificationresulty requires

the school to indicate whether:

9 the student has both achieved the qualification and received the qualification certificate
transcript from the RTOn which case the response shouldyas, or

9 the student has achieved the qualification but has not yet received the certificate transcript from
the RTQin which case the response should e

Regardless of whether this column is filled iryasor no, the qualificaion appearon astR Sy (i Q &
WASSA

11.3.2 VETUnique Student Identifier

TheVETUSI is an optional field in the SRGDG, ENVET, RSVET, ENSKILL, RSUSKILL, RSSKILL and
w{v)![ FAtSAaT K2gSOSNE +9¢ | OKAS@OSYSyida ¢AlK2dz

g ANt f 3/2[] OzyGNJ&()deS G261 NRa GKS NSdezANBYSy’Gé 27F
l'ye OKI-)/EISé a2 | éGdzRSyGQé +9¢ | {L oAff NBdez)\NB
correct USI.
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11.4  VET ndustry specific courses

A VET industry specific course contributes to the WACE as a course. It includes a full, nationally
recogniseddustralianQualificationsFramework(AQF)ualification andnandatoryindustry related
workplace learningSeethe WACE Manual Zb for further details.

VET industry specific course syllabusesavailable on the Authoritywebsiteon the VET Industry
Specific page (https://seniesecondary.scsa.wa.edu.au/syllabaisd-supportmaterials/vet
industry-specific)

11.4.1 VETindustry specific course enrolments

The process for enrolment in a VET industry specific couesefalows:

1. Upload the ourse dfering (OFCOHile ¢ the VET industry specific couriet is beingoffered.

2. Upload the ourse erolment ENCO¥file ¢ studentenrolment in VET industry specific course
units associatel with the relevant qualification.

3. Upload theVET enrolmentsENVE]Tile ¢ studentenrolment in individual units of competency
integratedwith relevant qualification.

4. Upload the edorsedprogram enrolment ENENIDfile ¢ studentenrolment in the
Authority-developedWorkplacelearning endorsed prograiffDWPL)Ensurethe qualification
code idinked, asthis will be used in determining successful course completion.

11.4.1.1 Course offerings (OFCOS) and enrolments (ENCOS)

Refer to:
1 Excel file format focourse offering§OFCOS) in Section 3.2.3
1 Excel file format for coursenrolments(ENCOS) in Sectiérb.1

For the full list of VET industry specific course coafer to the 2025coursecodes inOfferings

Course offerings and enrolments in M&dustry specificourse units are identified in SIRS as
VETCO&nd follow the same procedures and deadlines as all other courses.

11.4.1.2 VET enrolments (ENVET) integrated into a VET industry specific
course

Refer to Excel file format foW ETunit of competency enrolmemst(ENVET) in Secti@6.2

VET units of competengyhich formthe qualification prescribed in the relevant VET industry
specific course syllabusust beintegratedinto the associat@ VET industry specific course unit.
11.4.2 VET industry specific courseresults and achievements

Course unit credit for VET industry specific courses is allocated acrosdYead 12Refer to the
WACE Manu&025for more details.

Course unit credit for VET industiyesific courses is reported asmpletedand as having met the
Estandard¥F 2 NJ S OK +9¢ AYRdzZAGNE ALISOATAO O2dzNBS dzy A dc
contributes in the same manner that a C grade or higher applies to all @{A&E courseanits.

To be allocated aompletedstatus students must have successfully completed the requirements of
the course and the followintihiree results fileanust have beesuccessfully uploaded into SIRS
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Section 11: Vocational education and training (VET)

1 RSVET
Indicates that the student haachieved competency in
A all the units specified asore, mandatory or compulsoryas integrated within the VET
industry specific course
A the specified number of electives
1 RSQUAL
Indicates hat the student has achievetie relevant full qualification as outlined in tlteurse
deliverysection of the syllabus
1 RSEND
Indicates that the student hasompleted the specified number of workplace learning hours
through ADWPL as specified in the courdiabys, which is linked to the relevant qualification.

Allresults andachievemens must be verifiedy the RTO in partnership with the school for delivery,
assessment and certificatiaf the relevant qualificationverification may be in the form of a copy
of an RTO certified qualification and statement of attainmenivatten correspondence from an
RTO confirming student achievement).

11.4.2.1 Course completion results files (RSVET, RSQUAL RSEND)

Referto:

i Excel file format for endorsed program results (RSEND) in Section 10.6.2
M Excel file format foWET unit of competency ressiRSVET) in Secti®6.6.3

1 Excel file format foW ETqualificationresults (RSQUAL) in Sectit0.6.6.

11.4.2.2 Partial results and achievements requirements (RSVET, RSEND)

If astudent does not successfully complete all components of a VET industry specific course, the
student is awarded & (Unfinished) for therear 12 units (Units 3 and 4).

Course credit for Year 11 units (Units 1 and 2) for a partially completed VET irghestifyic course
may be awarded for a Certificate Il or Certificate 1ll VET industry specific course only if the following
conditions are met.

9 Qualification component (RSVETpmpletion of equal toor greater than110 nominal hours of
the VETindustry specific qualificatiqgrand

1 Workplace learning component (RSENBPdmpletion of at least one unit of the workplace
learning endorsed program in an industry relevant to the qualification industry area.

If these conditions for Year 11 Units 1 and 2 are not met by the end of an academic yésar, a
awardeduntil these conditions have been met.

11.4.3 VETindustry specific course integrity check processes

AVET industry specifitt ACE coursmtegrity check process conductecannuallyto verify that the
workplace component of the courd®DWPL aligns with the industry arealoé qualification
undertaken.Qubscrile to theonline circularavailable on thénome page of the Authority website
(https:/www.scsa.wa.edu.auffpr regular updates.
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Section 11: Vocational education and training (VET)

11.4.4 Enrolling and resulting cycle for VET industry specific
courses

RSQUAL ENVET

\ /

RSVET ENENBR

——

Notes to diagram

*ENVETwith VET enrolments integrated into a VET industry specific cosresquired before
ADWPL can be linked to the qualification ENMEND

UENENDvarning if the student has VETCOS in ERCOSle andisfollowed bythe ENENDile
without linking it to the qualificationthe warning will state thaif ADWPL is being used toeet
VET industry specific course requirementisen it must be linked to the relevant VET industry
specific course qualification

11.5 DTWD funded VET skill set s

A DTWD funded VET skill seflers to a skill sethat has been made eligible for funding by tBate
Government for delivery to senior secondary students. Studerito successfully complete a skill
set will have the results printed on thleVASSAhowever, skill sets will not contribute towards the
achievement of the WACE.

For instructions on how to report student enrolments in DTWD funded VET skill sets, refer to
Enrolments

For instructions on how to report student results for DTWD funded VET skill sets, r&fesutis and
achievements
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Section 11: Vocational education and training (VET)

11.5.1 Achievement of full DTWD funded VET skill set (RSSKILL)

It is essential that th&SSKILfile only contains students who have successfully completed a DTWD
funded VET skill set and not students who are working towards the completion of a DTWD funded
VET skill set (i.e. partial qualifications, skills setadividual units of competency).

TheStatement of Attainment issuedield (seeSetting up an Excel database for VET DTWD funded

VET skill set resujtsequires the school to indicate whether:

1 the student has both achieved the DTWD funded VET skill set and received the skill set transcript
from the RTO, in which case the response shoulgdseor

9 the student has achieved the DTWD funded VET skill set, but has not yet received the skill set
transcript from the RTO, in which case the response shouttbbe

Regardless of whether this column is filled iryasor no, the DTWD funded VET skill set appears on
I addzRSyidQa 2! {{! @
11.5.2 VET Unique Student Identifier

TheVETUSI is an optional field in the ENSKILL, RSUSKILL and RSSKILL files; however, DTWD funded
+9¢ AlAtf 480G FOKASOSYSyGa sAdGK2dzl + ' {L sAff y32
skill set achievements do not contribute towards the requirementsof &8  dzZRSy 6 Qa 21/ 9 @
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Note: screenshots are for illustration purposes oniind mayshow a date prior to 2025.

Data Procedures Manual 2025 | Section 12: Page 1



Section 12: Reports

12.1 Reports available to schools

Schools can generate a number of reports from 8HR%) the data they have uploaded
Achievemens

Awards

Brightpath

Certification

Commonoral assessmentask

Courss

Enrolments

Externalassessmerg

Externallyset tasks

Fees

OnlineLiteracy and NmeracyAssessment
Missingachievements

Moderation

Offerings

Statistics

Students

=4 =4 =4 =4 =4 4 A -f -a o ofoa oo

12.1.1 Generating reports

1. Inthe blue horizontal navigation barower over theReportstab (seescreershotbelow).
2. Click onOther Reports

Uploads Administration

Other Reports

3. Select theReport Type from the dropdown list (seescreershotbelow).

Reports: Other Reports
Reports | [ Search Reports |

Select a Report

Report Type: v

Report : Achievements

Awards

Brightpath

Certification

Common Oral Assessment Task
Courses

Enrolments

External Assessment

Externally Set Tasks

Fees

Literacy and Numeracy Assessment
Missing Achievements

IModeration

Offerings

Statistics

Students
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Section 12: Reports

The criterion fields displayed depend on the report type you have selected:
9 Leavinga field blank indicates you want allites to be included in the repart

1 electinga criterion indicates only those items that match will be included.

4. Reportfields: dickonthe Listsymbol 7 and slect the required item

5. Browse felds: ¢ickonthe Browsesymboluto search for and select the required item.

6. Checkboxfields:clickon the checkbox ! to activatea required fieldindicated when the tick
appears)

7. Clickon the Radio button ® PDF O CSV of the format you requirethe reportto be created in
(.PDFor .CSY:.

Note: not all reports have theCS\option available

If afield has a red astesknext to it, T * you are requiredo enter information.

8. Clickon the Generate Reporbutton. On a Window®perating systemyou will seea prompt to
open or save/our report

9. Clickonthe Openbutton.

10. Savethe document.

Note:if you are generating large reports or need to continue working in SIRS, it is recommended
that you tick theRun Report As Batctheck box (see screenshot below). This will generate a report
that will be sent to your inbox once complete.

Reports: Other Reports

[ Reports | [Search Repots |
Select a Report
Report Type: [Students ~]
Report : |[CSE211 - SwdentListing By Class V] Format: @ PDF
Report Criteria
Provider [ [ #] me
Year [2016 [¥]

Academic Year Year3 [v]

f
Run Report As Batch

Report Comment

This report lists students by dass

12.1.2 List of reports available to schools
12.1.2.1 Achievements

CSEOO0§g VET unit of ompetencyachievement by povider
This report lists each studemtith their units of competencyesults andachievementsgrouped by
academic year.

CSEO00€ Studentendorsed pogramachievement by povider
This report lists each student witteir endorsed programesults andachievementsgrouped by
academic year.
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Section 12: Reports

CSEO00¢ VETqualificationsachieved
This report lists each studentith their VET qualificatioresults andachievementsgrouped by
academic year.

CSEO01§ Studentachievement byprovider
This report lists each student witieir results andachievementsgrouped by academic year and
enrolment type.

CSE0438 Courseachievement by course nit
This report listshe students in each course unit witieir achievements. Course units are sorted by
unit code and semester.

CSE176 RTOverification report ¢ UoC

This report is availabl@f schools to generate a sprestteet that will initially verify student
enrolments inunits of competencyith a nominated RTO. Oncesults andachievements have

been uploadedit will alsoshow all results with a nominated RTO. It can negate the requirement for
double entry for some RTOs.

CSE17¢ RTOverification report ¢ qualification

This report is availablef schools to generate a spresttbet that will verify student qualifications

with a nominated RTO once they have been uploaded into SIRS. It can negate the requirement for
double entry for some RTOs.

CSE192 VETindustry specificcourserequirementmet report
This report lists students who have or have not met VET industry specific course requirements from
the current year

CSE196 VET industry gecific course unit of ampetencyreport
This report listshe units of competency linked to VET industry specific course units that have been
achieved or not achieved frothe current year

CSE206 VETIS WPlequirementnot met
This report listshe students who are enrolled in a VET industry specific course and have not met the
ADWPL requirement.

CSEZ215 Year 12 student VETchievementdetailed sammary

CSE238 Skillsets achieved
This report lists each student witheir VET skill set achievements grouped by academic year.

CSE24¢2 Skillset unit of competencyachievement byprovider
This report lists each student with their units of competency results and achievements for skill sets,
grouped by academic year

GRDO01% Courseachievement ranking by provider for examination candidates
This report lists students enrolled to sit the external examination in @édohRcourse unit, ranked
by their achievements and will detail any discrepancies in ranking.

12.1.2.2 Awards

AWDO0O07¢ Exhibitionand award notification
This report lists those students from your school who have received an award tnedexhibitions
and Awards policy and guidelines existing at the time.
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Section 12: Reports

AWDO007¢ Exhibitions and award noti€ation ¢ exhibition only

AWDO027¢ VET avard eligibility report
This report lists those students from your school whose enrolment currently meets the minimum
eligibility criteria to allow them to be nominated for an award in the specified industry area.

AWDO032¢ VET award student summary details
This report lists student summary details for a studeoininated for a VET award.

12.1.2.3 Brightpath
CSE214 Brightpath teacher egistration
12.1.2.4 Certification

CSE018 WACEeligibility ¢ students not achievingVACE
This report lists all Year 12 studergsrolledwith the Authority, who will not achieve a WACE based
on achievements in SIRS to date

CSEO07Q Studentnot achieving WACE report
This report lists the student summary details for those students who have not achieved a WACE.

CSE078/ 2V FANXNIF A2y 2F addzZRSyiaQ NBadzZ Ga

This repat indicates the number of fulime Year 12 students eligible to receive a WACE and the
number of these students who will receive a WACE after acceptance of achievements by the
Authority. It also lists the names of the students who will not receive a Wa&ercriteria are
shown for each student with a Yes/No status to indicate if that criterion has been met.

CSE136 Studentswith credit for Year 11studies by provider
This report lists students who have been given a credit for Year 11 studies based on overseas
interstate enrolment through training olanother source of studies.

CSE20t Year 12 sudentswith VET enrolmentg VET USltatus
This report lists Year 12 students who are enrolled in at least one VET unit of competégcy in
current year and their status tachieve the WACE based on achievements in SIRS to date.

12.1.2.5 Common oral assessment task

COTOO0L COAT achievements by class
CKAA NBLR2NI ftAadaz F2N Sk OK SN muw Oflaasz ai

5

COT00Z, COAT with missing results

This report lists each student who has a missing raw COAT mark. COAT marks must be uploaded for
these students into SIRS. For students who were absent, ¥nitethe absent flag colunand

upload the file again.

COTO0O0%, COAT with missing recordings
This report identifies if any recordings are missing from the FTP.

COTOO0% COAT school marksyeviewer mark

This reportiststhe school and the reviewer mark for each selected script, the mean of the school
marks and the mean of the reviewer marks and the differences between the two mean values by
each class.
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CSE232 EAL/D COAT WASN
This report shows each EAL/D COAT student WASN for the selected provider on each page.

12.1.2.6 Courses

CSEO084 VETqualifications
This report liss VETqualificatiors for a given year.

CSE094 Units of competencylinked to VETqualifications
This report list units of competencyinked to VETualificatiors for a given year.

12.1.2.7 Enrolments

CSEO002 Studentenrolment by provider

This report lists student enrolments in course units, courses, endorsed programs and units of
competencyand identifies those students studying at other providers. It also includes a list of
students who have been given a credit for Year 11 studies basedarseas or interstate
enrolment, through training oanother source of studies.

CSEO018 Studentexamination enrolment by courses
This report lists eacATARcourse with an alphabetical list of all students who are enrolled to sit the
external examination.

CSEO028 Studentcourse enrolment by provider

This report liststudent enrolments in course units and identifies those students studying course
units at other providers. It also includes a list of students who have been given a credit for Year 11
studies based on overseasinterstate studies through trainingor another source of studies.

CSEO02§ Student VET Uoénrolment by provider
This report lists student enrolments in units of competency and identifies those students studying
units of competency at other providers. Enrolments are grouped by qualification, then student.

CSEO03Q Studentendorsed progranmenrolment by govider
This report lists studergnrolments in endorsed progranand identifies those students studying
endorsed programs at other providers.

CSEQ032 Totalnumber of students enrolled
This report lists the number of students enrolled in each course, course unit, VET, endorsed program
and qualification.

CSEQ036 Courseunit enrolment count
This reportiststhe number of students enrolled in course units that match the djmtiyear,
providerand academic year.

CSE04Q Courseunit student listings
This report lists course units and students enrolled in each course unit.

CSEO0589 Verification ofstudent details

¢CKA& NBLR2NI aK2ga aidzRSydiaQ LISNER2YIFE RSGIFAfaAZ
program enrolments. This report may take a long time to generate depending on the number of
students at your school. If you are a laggghool,it is advisable to filter the report by academic year.

The report can also be run fonandividualstudent.
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CSE12§ Courseunit enrolment for provider
This reportliststhe number of students enrolled in course units that match thedified year,
provider,sector and academic year.

CSE134 Courseunit enrolment count by course
This reportiststhe number of students enrolled in course units that match specified year,
providerand academic year, grouped by course.

CSE144 Checkenrolments \ersus secand language eligibility
This report lists the students enrolled in second language courses and their eligibility status.

CSE165 VETIS enrolments with no ENVET or ENEND
This report lists students WitlET industry specifaourse enrolments but no integrated ENVET
and/or ENEND enrolments.

CSE168§ Studentunit repeats by provider
This report lists students who are repeating a unit at a selected provider, including the grade
achieved previously.

CSE18t VETindustry specificstudent enrolment count by provider
This report tallies the number of students and providers with enrolments innde$try specific
courses.

CSE182 VETcredit transfer qualification provider and student enrolment count
This report tallies the number of students and providers with enrolments incxéslt transfer
arrangements

CSE188 VETqualification integrated into course provider and student enrolment count
This report tallies the number of students and providers with enrolments in VET integrated into
courses.

CSE188 Foundationcourse eligibility report
This report lists all students who are not eligible but enrolled kfpandationcourse unit

CSE198 VET qualification estimate
This report lists each student with thafiET qualification estimasegrouped by academic year.

CSE194 VETindustry specificcourseenrolment by provider report
This report lists the details of students enrolled in a VET industry specific course by school provider

CSE198 VET USieport
This report lists all students who have a VET enrolment or achievement in SIRS and whether they
have provided a VET USI or not.

CSE19¢ Checkenrolments \ersus ELD eligibility
This report lists studentwho have had eligibility appved and have been enrolled English as an
Additional Language or Dialect

CSE198 ELDeligibility report
This report listshe English as an Additional Language or Dialect eligibility status of students.
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CSE208 Language course application status
This report shows the language course application status for students who have submitted language
applications that have been finalised.

CSE226 Student VET qualification enrolment by provider
This report lists student numbers enrolled for qualifications at providers.

CSE228 SRMS language course application status
This report lists the language course application statuberSRMS.

CSE236 VETcredit transferskill set provider andstudent enrolment count
This report lists student and provider numbers enrolled in Y10, Y11, Y12 for skill sets.

CSE238 Student VEBKIll set enrolment by provider
This report lists student numbers enrolledskill sets at providers.

12.1.2.8 External assessments

CSE068 Publishedpersonalised examination timetable
This reportenablesa provider to reprint a written examation timetable for an individual student,
or all students at the schooland includes important information relating to sitting the examination.

CSEO06§ Background candidate by course
This report lists coursesiibjects thathave background criteria and the background status of
students.

CSE15§ Studentresults¢ examinations with criterion marking
This report lists the marks obtained by students for each criteri@xaminationswith criterion
marking.

CSE17% Publishedpractical examination timetable
This report allows for a provider to reprint a practical exaation timetable for an individual
student, or all students at the school.

CSE19t ATARcourseexamination accommodation form

CSE204 Physical Education Studies practical examination sport and skill selection
Note: only sport and skill selection forms that have been returned and processed will appear on this
report.

CSE20¢ Published special examination arrangements notifications
CSE209 Equitableaccessadjustments byprovider

CSE228 Timetableallocation by provider

EXMO004¢ Providers allocated to eachssessment centre by examination

EXM004Act N2 A RSNRa addRSyda fft20GSR 02 SIOK |

QX

EXMO017c Examinationroom allocation
EXMO019 Examinationcentre candidateallocation

EXMO097¢ Equitableaccessadjustments with accommodation considerations
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12.1.2.9 Externally set tasks

ESTOOL EST marks by student
¢CKAA NBLRNI tAada addRRSyidaQ 9{¢ NlifaearHYRdiz I y R
General and/or Foundation course

EST008 ESE with missingresults
This report lists each studemtho has a missing raw EST m&8T marks must be uploaded for
these students into SIRS. For students who were absent, enter ABS and upload the file again.

ESTO004 EST selected scripts status
This report identifies the scripts to be uploaded/sent to the Authotitydentifies when a script has
been uploadedndlists the raw EST mark.

ESTO0% EST missing selected scripts
This reportidentifies if any scripts are missing from the requested scripts.

EST01@ Mean school mark vs meareviewer mark

This report provides a graphical comparisomm&fanEST marks (by school and by reviewer) in a
school in relation to the statewide EST marks mean (by school and by reviewer) distribution. Each
school is shown as a dot with the horizontal axis being the mean reviewer mark and the vertical axis
being the mearschool mark.

ESTO1L School mark vseviewer mark

This report lists the school and the reviewer mark for each selected script, the mean of the school
marks and the mean of the reviewer marks and the differences between the two mean values by
each class as well as by school and EST course.

EST018 EST markcomparison(school \& reviewer)
This reportists by class, the EST school mark submitted for each student and the reviewer mark for
selected scripts.

EST014 ESTschool markdrequency

This report shows thaéquency distribution of EST school marks in comparison witlstdtewide

EST school marks distribution by each EST course, with selected students and not selected students
to be externally marked being identified.

ESTO1¢ EST mark breakdown by provider

This report shows a breakdown of reviewer marks by question for each selected student in each EST.

ESTO18 EST percentagschool marksand grades

This reportis a visual representation of EST school marks and grades relative to the statewide marks
distribution, with selected students and not selected students to be externally marked being
identified. Note: this report is only available after final grades have been approved.

ESTO2% EST school mark v reviewer mark by student (graph)

This report provides a graphical comparison of EST marks (by school @avielyer) for each
selected script by class. Each student is shown as a dot on the graph and students with the
difference between the school mark and the reviewer mark outside the 10% range are identified.
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12.1.2.10 Fees

CSEO017¢ Fees received for noschool candidates

This report lists the course code, course and fee paid for eackscloool candidate enrolment. The

NELIR2NI A& 3ISYSNIGSR o0& | OFYRARFGSQa YIFAY LINRJAF
CSEO03¢t Outstandingpaymentsfor full fee-paying students

This report lists the fufiee-paying students who have not paid their enrolment fees to the School
Curriculum and Standards Authority.

12.1.2.11 Online literacy and numeracy assessment

LANOO1g OLNA tudent list
This report lists the registered students eligible to sit the OLNA for each component. Schools may

use this report for thaV/ dzZNNB y (i 6 aWRI2i6deNIR2 NG AFV2R 6 Qd { OK22f & YI @&
gAYR26Q NBLR NIirpoSeshfatendinte ciegkdl keépka Secord of all attendance

and note any incidents that may occur duringthe OiN& & i aSaaiz2y ® ¢ KS WwWCdzi dzNB
criteria allows for schools tdeterminewho still needs to sit the OLNA

LANOOZ; OLNA wudent login detaik (only available at set times)
This report lists the usernames and passwordsligible students for each component. Schools are
to distribute these to students on the day of the scheduled OLNA component.

LANOO3; OLNA performance overwe (only available at set times)
This report lists current OLNA results in each component for indivitlugeists of the selected
cohort.

LANOO%; OLNA individuaktudent diagnostis (only available at set times)
This report includes individual diagnostics for students achieving a Category 1 or Category 2 result in
the sekcted test round and component.

LANOO6; OLNA individual student current stati(only available at set times)

This report includes current OLNA performance in each component for individual students. It also
lists the requirement for individual students who have not demonstrated the standard in at least one
component to resit the assessment in theext available testing period.

LANO11¢ OLNA student accumulative result
The performance progression of registered students by test component.

12.1.2.12 Missing achievements

CSEO00§ Missingachievements by provider
This report lists students and their enrolments in course units, endorsed programs and units of
competency for which no results have been submitted.

CSE212 Missing Year 12 unit achievements for nofear 12students by provider
This report lists notYear 12 students and their Yei course unit enrolments for which no results
have been submitted.
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12.1.2.13 Moderation

GRDO013; Courseunit achievement ranking by provider
This report lists students in each course unit, ranked by their achievements and will detail any
discrepancies in ranking.

GRDO02X, Proposedgrade distribution feedback

This report shows the proposed grade distribution for each unit by provider and the comment from
the PrincipalConsultant (e.g'froposed distribution accepted, suggemwnward movement of

bottom As). It is used by schools to access feedback fronftineipal Consultant on the proposed
grade distribution for each unit before submitting their final results.

GRD02%; Smallgroup moderation partnerships by providers

This report lists all the small group moderation partnerships for a selected provider. Schools are
required to use this when checking registration of their partnerstpsviders can view only their
own partnerships.

GRDO02%, FinalGrade Distributions ¢ Course Historical Data

This report shows the grade distribution (number and percentage) by provider for a selected
calendar year and a selected academic year. This is used by schoBttaiphlConsultants to view
and/or print grade distributions for previous years.

GRDO02& Providersoffering courses without small group moderation partners

This report lists small groups at your school that are not in a registered small group moderation

partnership. The criterion for the number of students can be varied. The default settingas gie

ldzil K2NR G Qa NBIAANBYSY(G A& F2NI I INRdzL) 42 0S5 Sai
fewer than siXATAR coursexamination candidates. A school may choose a higher numberl®.g

to identify courseghat are close to this limit. A school may choose to establish a partnership for a

group of six or more so that the students are in a large group or to allow for changing circumstances

such as student transfers betweenurses

GRD03%; Compareexaminationmarks versus school marks

GRDO034; HistoricalGrade Summary
This report lista historical grade distribution (number and percentage) for a provider by learning
area, course, course type and unit.

GRDO03%, Small group moderation partnerships by providers and declaration

12.1.2.14 Offerings

CSEOQ0¢, Provideroffering summary
This report lists the course unit, endorsed program and VET unit of competency offerings for a
provider.

CSEO02§ Provideroffering summary for courses
This report lists the course unit offerings and shows enrolment numbers (estimated, actual) by
provider.

CSEO026 Provideroffering summary fotVET UoC
This report lists the VET unit of competency offerings with RTO and integration details.
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CSEO02¢ Provideroffering summary for endorsed programs
This report lists the endorsed program offerings.

CSEO05Q Courseoffering/enrolment summary for providers
This report compares the number of expected students in a given course to the number of students
actually enrolled.

12.1.2.15 Statistics

STSO00¢ Year 12 state statistics
This report lists a set of predefined statistics for the state.

STS00¢ Year 12 state statistics part 2
This report lists a set of predefined statistics for the state.

STS01@ Year 12 provider statistics
This report lists a set of predefined statistics for the selected provider.

STS01@ Year 12 providestatistics part 2
This report lists a set of predefined statistics for the selected provider.

STS022 Year 12 ATAR course school statistics

This report provides summary statistics of grades and marks/scores for school and State, and
a0dzRSyGaQ YINLJ&a Ay SFOK [ SFENImMH !¢!lw O2dz2NBESP ¢ KS
marks, moderated school marks, combined marks and the combinedsscor

STS028 School grade distribution against state gradiéstribution

This report provides a graphical presentation of the school grade distribution for a course with
reference to either the moderated school mark distribution or the ATAR course examination mark
distribution. For comparative purposes, the report also provithesState grade distribution against
the moderated school marks or the ATAR course examination marks.

STS02¢ ATAR course marks distributions

This report provides a graphical presentation of various distributions of marks/scores achieved by
students enrolled in a Year 12 ATAR course at the school. The marks/scores include school marks,
examination marks, moderated school assessments and comBuwés.

STS032 English and maths statistics
This report lists English amehths results statistics for the school/state.

STS036@ Statistical moderation and concurrent validity of school assessments

¢CKAA NBLR2NI LINPGZARSAE | AN LKAOFE O2YLI NRazy 27F &
statewide school marks moderation. Your school is shown as a blue dot. Other schools are shown by

solid green, solid red or hollow red dots.

STSO03€ Year 12 ATAR course (ndfear 12 students) marks
This report provides results of nefear 12 students from your school who sat a Year 12 ATAR course
examination.

MFO01, MF02 and MFO8Detailed written examination feedback (Maximising feedback)
¢tKSaS NBLRNIa& LINPDARS &dzYYINE YR AYRAGARdzZEt YI N
guestions in the ATAR course examination for a selected ATAR course for the school.
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MFO1 is provided for all ATAR courses. The report shows the raw marks for each student for each
written, openended response item. This can be used to identify strengths and weaknesses across
the examination candidates from your school. It also shows liwgces that your students made
where options were available to them. Part 2 of the report shows a summary of data for each
question, including the:

I mean (school and State)

9 standard deviation (school and State).

MFO02 is provided for those ATAR courses that include muitipdéce questions. Part 1 of tlieport
provides the school and State mean and standard deviation for the muttim&e questions. Part 2

is a distractor analysis for all candidates (the State), which provides for each question: the correct
answer, the percentage of all candidates winsaered correctly, and the number of candidates

who selected each distractor. Part 3 is the distractor analysis for the school, showing the number of
students selecting each alternative (A, B, C, D) and the percentage who selected the correct answer.
Part4 is a school diagnostic profile, which compares the school data to the data for all candidates
and identifies questions where the school performance indicates relative strengths or weaknesses.
Part 5 is a studertem response table. Part 6 is a statewitistribution of scores, which shows the
number and percentage of the candidates achieving each possible score.

MFO3 is provided for those ATAR courses with a practical examination. Page 1 of this report shows
the marks for each criterion and the total practical examination mark for each candidate at the
school. Page 2 shows a summary of data for each criteridnding the:

1 mean (school and State)

9 standard deviation (school and State).

Note: the information on individual students is confidential and must not be released to a third party
without permission of the student concerned.

12.1.2.16 Students

CSEO01¢, Studentlisting by provider
This report lists students by provider in alfplegical order along with theimidigenous status, date of
birth, postal address and contact telephone numbers.

CSEO012 Studentsummary details
This report will return a student summary listing all enrolments asiliits for a nominated student.

CSEO05% Indigenousstudent listing by provider
This report lists the students at your progidwho have been identified asdigenous, or their
Indigenous status has not been stated.

CSEO058 Studentdeclaration andpermission
This report lists the student choices for release of information for awandiexaminations
responses.

CSEQ7¢ Studentsummary details byprovider
This report will generate the student summary details for all students in a given academic year. This
report will automatically be sent to youmbox when complete, as it can take some time to generate.
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CSE09¢t, Studentcommunity servicecompletion by provider
This report will return a list of students and the number of community service hours they have
completed as reported by the school

CSE09¢ Studentcertificate listing by provider
This report lists students by provider detailing the name that will appear on their WACE as well as
their date of birth, postal address and contact telephone numbers.

CSE106 Number ofIndigenous students registered summary by provider
This report lists the number of sients in each academic year Ioygligenous status; Aboriginal,
Torres Srait Islander Aboriginal and drres Srait Islander Neither or Not Stated.

CSE208 Number of students registered by provider
This report lists the number of students registered in each academic year by provider code.

CSE21t Student listing by class
This report lists students by class.

CSE232 EAL/D COAT WASN
This report shows each EAL/D COAT student WASN for the selected provider on each page.

12.2 Examples of reports available to schools

12.2.1 Achievements

CSEO00¢ VET galifications achieved
This reportists each student with their VET qualificati@sults andachievements grouped by
academic yeaseeexample below).

CSE007 School Curriculum and Standards Authority Time 10:46:44 Date 09/12/19
VET Qualifications Achieved
Year 12,2019

VET Qualification Registered Training Organisation Traineeship
1234: Authority Senior High School
Year 12
12345678 Stucent name BSB20115: Centificate il in Business 2401: Skills Strategies Intematonal Pty Lid No
12345678 Stucent name FNS20115: Certificate 1l in Financial Services 2401: Skils Strategies Internatonal Py Lid No
12345678 Student name BSB20115: Cenificate Il in Business 2401: Skills Strategies Inematonal Pty Lid No
12345678 Student name FNS20115: Certificate I in Financisl Services 2401: Skils Strategies Intermatonal Pty Lid No
12345678 Student name
SIS30115: Cartficate Ml in Sport and Recreation 52790 South Regional TAFE Yes
12345678 Student name CUA20815; Certificate 1l in Music Industry 41549. COSAMP College of Sound & Music Producton No
12345678 Stucent name MST20616: Certificate Il n Applied Fashion Design and Technalogy 31301: Australian Institute of Fashion Design No

12345678 Student name SIR20216: Certficate i in Reta! Services 51843: Vocational Training Services (VTS) Yes
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CSEO01§ Student achievement by provider
This reportists each student with therresults andachievements, grouped by academic year and
enrolment type(seeexample below)

CSED19 School Curriculum and Standards Authority Time 13:50:13 Date 18/05/117

Student Achievement Page 1 of 3

Year 12, 2017

Course Unit Achievement

Semester Unit Practical Mark ‘Written Mark Grade

1234: Authority Senior

High School

Year 12

22373730 Brown, Jessica
Full Year GTDAN 66.00 68.00 B
Full Year GTENG 60.00 c
Full Year GTIsC 88.00 A
Full Year GTPES 7200 B

Total units count=8

22971926 Hetherington, Jacoh
Full Year ATCHE 89.00 A
Full Year ATCSL 62.00 73.00 B
Full Year ATENG 76.00 B
Full Year ATMAM 93.00 A
Full Year ATPHY 65.00 c

Total units count = 10

12.2.2 Enrolments

CSEO002 Student enrolment by provider

This report lists student enrolments in course units, courses, endorsed programs and units of
competencyand identifies those students studying at other providers. It also includes a list of
students who have been given a credit for Year 11 studies based on overseas or interstate
enrolment, through training or another source of stud{igeeexample below).

CSE002 School Curriculum and Standards Authority Time 13:57:48 Date 18/05/17
Student Envolment by Provider Page 1of 10
all students, 2017

1234: Authority Senior High School

Student enrolments at your provider by course unit

AcYr  Sem  Units Enrolled At Your School Sem  Units Enrolled At Your School Sem  Units Enrolled At Your School
23815718 Adams, Ronald 12 Full Year ATDRA; Full Year ATHEY: Full Year ATLIT:
Full Year ~ ATMUSW: Full Year ~ ATPES:
23171548 Brown, James 12 Full'Year  ATENG: Full Year ~ ATHIM: Full'Year ~ ATMAA
Full Year ~ ATMPA: Full Year ~ ATPAL: Full Year ~ GTDESP:
23373730 Brown, Jessica 12 Full Year GTDAN: Full Year GTENG: Full Year GTISC:

Full Year ~ GTPES:
23840716 Byfield, Lamry 1

]

Full Year ~ ATCHE Full Year ~ ATENG: Full'Year ~ ATMAA
Full Year ~ ATMPA: Full Year ~ ATPHY:
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CSEO0128 Student examination enrolment by courses
This report lists each ATAR course with an alphabetical list of all students who are enrolled to sit the
external examinatiorjsee example below.

CSEQ13 School Curriculum and Standards Authority Time 13:58:58 Date 18/05/17

Student Examination Enrolment by Courses Page 1 of 2

for year 12, 2017

Provider Course Student No Student Name
1234 ; Authority Senlor High School
BLY : Biclogy

23148533 Chow, Joseph
Tolal Student enralments for Courss! 1
CHE : Chamistry
23640716 Byfield, Larry
239715926 Hetherington, Jacoh
213345831 Palmer. Mancy
23350045 Phillips, Trevor
23367749 Southman, Gillian
Total Student enrolments for Course; 5
CSL : Chinese: Second Language
238718926 Hetheringion, Jacob
Total Student enrolments for Course: 1

CSE044Q Course unit student listings
This reportists course units and students enrolled in each course(sagexample below).

CSED40 School Curriculum and Standards Authority Time 14:02:38 Date 18/05/M17
Year 12 - 2017 Course Unit Student Listings Page 2 of 26

Provider: 1234 Authority Senior High School Academic Year: Y12

CourseUnit: ATCHE: Semester: Full Year

Student No  Student Name Student Mo Student Name Student No  Student Name

23840716  Byfield Lamy

23571926 Hetherington Jacob Justin

23334831 Palmer Nancy Sally

23250045 Phillips Trevor Alan

2IIETT42  Southman Gillian Janet

Total number of students in Academic Year ¥12: 5
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CSEO05% Verifigation of §tudent details

¢KA&a NBLRNI akK2ga ailddzRSyidaQ LISNaR2YIlIt RSOlFIAfaz OF
program enrolments. This report may take a long time to generate depending on the number of

students at your school. If you are a lasgghool,it is advisable to filter the report by academic year.

The report can also be run for an individual studésgieexample below).
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