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Overview: Data Entry Standards for student placements
This user’s guide outlines the principles for data entry standards in SPS.

It is critical that data entry standards for SPS are adhered to at all times.  Incorrect data entry can cause major issues for things like operational, management, and possibly government reporting (Department of Education, Employment and Workplace Relations – DEEWR) and official documentation (e.g. Australian Higher Education Graduation Statement).  Duplicate IDs are generally created by the incorrect entry of data, or mistyping an existing value.  This core Placement data is utilised to find potential matches, and therefore if not input correctly it could result in unnecessary work and / or errors.

General

Use of symbols in SPS
There are a large number of symbols commonly used in html and other web based language that can cause system misreading if they are used in general data entry of any database.  These symbols identified below should NOT be used in SPS data entry:

	Forward slash
	/

	Exclamation mark
	!

	Ampersand 
	&

	Percentage symbol
	%

	Asterisk
	*

	At sign
	@ (except where required for email addresses and where @ is used to record ‘also known as’ in an Asian name format)

	Hash 
	#

	Some Microsoft Word symbols
	Care should be taken when using copy and paste into a database.  Modern forms of Word convert symbols (including the ‘ symbol) into special characters that are visually appealing but are not the native character.  Databases cannot read these special characters.  Any characters like these should be typed directly into the database. 


Date format

The date format configured for SPS is day/month/year (e.g. 04/09/2005).  If dates do not appear in this format on your machine, please contact the IT HelpDesk.

If there are any fields where automatic configuration is not used (e.g. comment boxes where information is entered in free form), then the same date configuration should be used.
Personal data

Student personal details are downloaded into Medici via the SATAC download, Apply Online. Open Universities Australia file load, any of our Private Institutions (e.g. CELUSA, or SAIBT), or Direct Entry.

The University collects and holds personal information about all its students.  The University has a responsibility to collect, manage, use and disclose personal data in adherence with legislative requirements, and in accordance with prevailing community expectations of best practice.

Personal information is confidential and should not be used or disclosed except in accordance with Policy A-46.5 ‘Confidentiality of Student’s Personal Information’.

The following is a brief excerpt of the Medici Data Entry Standards given the use and exposure to Student Data that SPS will provide.
Date of birth

It is essential that a student’s Date of Birth is entered correctly in Medici at all times (e.g. 04/09/1956).  If the date of birth is entered incorrectly, Medici’s Search/Match function will be unable to properly find any previous student IDs for the same student and a duplicate ID will be created.  

Duplicate and Merged Student IDs

Student IDs must be entered correctly when a student is admitted, or a new student record may be created resulting in a duplicate ID.

If you see a student ID with the last name (surname) of ‘Defunct’ it means that the student had a duplicate ID and this ID is no longer active.  When a duplicate ID is merged the last name (surname) of the cancelled ID is changed to include the word ‘Defunct’.  This defunct ID must no longer be used.

So that you can quickly and easily find the active ID for the student, the first name field in the defunct ID will refer to the active ID.

All academic data relating to the defunct ID will have been transferred to the active ID.  For all intent and purposes the defunct ID has no purpose other than to direct a user to the active ID.

Names
Students wishing to make changes to name details in Medici are required to do so through Campus Central or Transnational Support Services.  Documented evidence for such changes is required e.g. marriage certificate, passport, birth certificate.

Addresses for Placement Providers
Address information serves two primary functions: providing a means of communication with the Placement Provider, and a means of providing physical location to the Student attending placement at a Site.

In this regard it is essential to ensure all addresses are entered and maintained at all times during the life of the Placement Provider in SPS.

SPS has the capacity to store 2 types of addresses:

· mailing (can be a Post Office box or other mailing address to which the Placement Provider wishes correspondence to be forwarded).

· business (contact/physical address of the organisation).

At least one address must be recorded for each Location record in SPS.  However, it is expected that as a minimum a business address is maintained at all times.  Where both the mailing and business addresses are the same it would be advantageous to record both mailing and business addresses to support data extraction and possible mail-merge processes.  Once an address has been entered into SPS it can be updated at any time, but should not be deleted to ensure historical address data can be retrieved.  
Please see section below titled ‘Address definitions’ for further details about address types.

Address format

· The country is specified by a drop down box and is automatically capitalised.

· Street addresses are free form and should be entered in mixed case.  

· Four address lines are available (in addition to City/Suburb, Postcode and State fields).See section ‘Address formats and fields in SPS’ for proper use.

· Each address line has a limit of 55 characters.

· Punctuation should not be used (e.g. no commas should be entered in address fields).

· Abbreviations are acceptable if in Post Office preferred form e.g. Post Office can be recorded as PO.
· If the country selected is ‘AUS’ a list of suburbs for the State selected will be displayed as a look up function.  The appropriate suburb can be selected from the list, and valid postcodes of the selected city will be displayed.

If you enter a suburb that is not included in the postcode table in Medici/SPS you will need to contact Business Analyst: Admissions SAS to arrange to have the new suburb included in the postcode table.  The list of Suburbs and Postcodes is based on the Australia Post Postcode search (http://www1.auspost.com.au/postcodes/). You should confirm that the suburb and postcode are accurate before requesting it to be added to Medici.  Invalid suburbs and postcode combinations will not be input, as to do so jeopardises the integrity of the data and could result in lost communications or unnecessary delays.

Address definitions

Mail

A mailing address is not mandatory in SPS.  This is the current postal address where the Placement Provider can receive mail.  

The University uses mail address for:

· All formal non-electronic correspondence and communications from the University.

Business

A business address is not mandatory but should always be input to enable staff and students to determine the physical location of an Organisation.  It is particularly important in terms of being able to locate a student on Placement in case of an emergency.
Address formats and fields

General

· All address fields (address 1-4) have a limit of 55 characters each.

· The suburb should only ever be entered in the City/Suburb field.  The suburb should never be included in Address 1-4 fields.

· If the country selected is AUS (Australia) when you enter and save the suburb the postcode will default into the postcode box.

· If you enter a suburb that is not contained in the postcode table in Medici you will need to contact SAS who will arrange for the new suburb/postcode to be included in the postcode table in Medici.  The reference table for addresses is used in all address data collected in the Medici student system.
Address fields

Listed below are examples of what information should be entered into what address fields in Medici (e.g. Address 1 should include property number and street name).

Address 1

Should include:

House/property/lot number, followed by the street name and type e.g. 17 Williams St (as per example below).
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If the address includes a flat or unit number this should be recorded in Address 1 line e.g. 17/27 Williams St
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If the address includes a level or suite number of a building this should be recorded in Address 1 field e.g.  Suite 1, 17 Williams St (Address 2 field).
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If address includes a building name this should be recorded in Address 1 field e.g. Golding House, 17 Williams St (Address 2 field).
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Address 2

If Address 1 field has been used to record a building name or a level or suite number then Address 2 field will be used to record the house/property/lot number, followed by the street name and type.

Example of when Address 2 field is used:
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Address 3

If Address 1 and/or 2 fields have been used to record a building name or a level or suite number then the Address 3 field should be used to record the house/property/lot number, followed by the street name and type.

Example of when Address 3 field is used:
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Address 4

If Address 1, 2 and 3 have been used to record a building name or a level or suite number then Address 4 field will be used to record the house/property/lot number, followed by the street name and type.

Example of when Address 4 field is used:
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Countries other than Australia

Note there are certain countries e.g. USA and Canada that when city is entered a new box for state or province will appear (see examples below).  SPS has built in capacity to identify the address format requirements for these countries.  Where the address format does not match required fields for a student’s address please contact SAS to correct the issue.
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PLacement provider data
All of the Placement Provider data contained in SPS is critical in the effective and efficient placement of students.  Not all fields are mandatory, however the richer the data maintained in any system the richer the reporting outcomes can be.  Mandatory fields exist for two reasons, firstly to comply with minimum data requirements and secondly to ensure sufficient data to meet operational, management and legislative reporting requirements.
Contact SAS for any queries relating to Placement Provider data requirements. 

Placement Provider information is collected over a number of data layers within SPS.  The general structure is as follows:
· Organisations – top level detailed information about a placement provider
· Locations – recording of physical and postal details of the Organisation
· Sites – contains Placement level data about the placement provider, including Focus information
· Groups – a data element that enables the collective grouping of Sites and/or Organisations predominantly for reporting purposes

· Contacts – the people (non-UniSA) involved in providing placements, including Mentors, Facilitators and Supervisors, or any other person of interest
· Placement Agreements – recording of Affiliation Agreements or Memorandums of Understanding with Placement Providers
· Placement Initiatives – a data element that enables the collecting grouping of students on Placement predominantly for reporting purposes
Organisations

	Navigation: 

Student Placements ( Placement Providers ( Organisations
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The following data entry standards should be followed when entering Organisations:

Descriptions
· The Description fields contain the Organisation title that will be used to display across the Student Placement System.
· There are two fields, essentially comprising a short and long description.  The short description allows up to 30 characters.  The long description allows up to 100 characters.

· The description should represent the formal title as published by the Organisation.  Apart from abbreviations in the short description, any changes to the Organisation title should be avoided to minimise the chance of a failed Organisation search. 

· Mixed case data entry is the nominated standard for the Description fields.

· Do not use full stops in description.

· Apostrophes should be avoided where possible.

· Do not use ‘&’.  If description requires ‘and’ as part of title you need to enter it in full (i.e. ‘and’).

· Use brackets where appropriate.

Organisation Type

· The Organisation Type value to apply is to relate to the funding/ownership arrangements of the Organisation.  For example, if the Organisation is privately owned or listed then use ‘Private’, as opposed to a publicly listed company.  The types of Organisation values and relative descriptions follow:
	Organisation Type
	Ownership
	Control/Governance
	Examples

	Sole Trader
	1 person
	Owner
	Plumbers, Electricians, Deli’s

	Partnership
	2+ people
	The partners
	Small Accounting firms, small Solicitors, family businesses

	Private Company (Pty Ltd)
	1 to any number of private shareholders
	Directors on behalf of Shareholders
	Borders Australia Pty Ltd, Raytheon Australia Pty Ltd

	Public Company (Ltd)
	1 to any number of public shareholders
	Directors on behalf of Shareholders
	Commonwealth Bank of Australia Ltd, BHP Corporation Ltd

	Not for Profit
	Typically a Trust
	Members in the form of a Board
	Most charities, Amnesty International, Red Cross

	Government
	Government ownership at local, state or federal level
	Directors/CEO and Board reporting to Minister
	Medicare, Defense Science and Technology Organisation


UniSA Custodian: Position

· The Position relates to an identifiable position description within the respective business unit that ‘owns’ the Site.

· The position description should match precisely that which can be found in the University’s corporate Directory for the person responsible for maintenance of the Site’s data, e.g. Clinical Placement Officer

Locations
	Navigation: 

Student Placements ( Placement Providers ( Locations

	[image: image11.png]k Locations

OrganisationD: 000000010 Eudunda AS

Region: Northern Hetropolitan Adelaide

lAddresses | View All__First *_1or1

ndross e
nsoressuner2ResanRozs

Addresstinez: |

Address Line 3:

Address Lined: |
ciy: [ewounon T e

Post Code: B 2 country[ Austalia







The following data entry standards should be followed when entering Locations:

Description

· The Description fields contain the Locations title. The Location title is not shown in any of the Student or Staff Portal applications.
· The Location is unique to the Organisation.  Locations are not shared across Organisations.  Therefore, for reporting purposes the Location data should reflect the Organisation as well as any other identifiable feature, such as building name.  The Location description should comprise the following format:
· Organisation identifier followed by a colon, then a Location Title, e.g. Trinity College: Gawler River Campus, General Motors: Elizabeth Plant

· The only exception to this would be where the formal Organisation title includes the Location, for example ‘St Joseph’s – Hectorville’.  In this instance it is not appropriate to repeat a Location Title
· Mixed case data entry is the nominated standard for the Description fields.

· Do not use full stops in description.

· Apostrophes should be avoided where possible.

· Do not use ‘&’.  If description requires ‘and’ as part of title you need to enter it in full (i.e. ‘and’).

· Use brackets where appropriate.

Addresses

· Address data should be completed according to the section titled ‘Addresses for Placement Providers’.
Sites
	Navigation: 

Student Placements ( Placement Providers ( Sites
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The following data entry standards should be followed when entering Sites:

Descriptions
· The Description fields contain the Site title. The Site descriptions will be displayed across the Student Placement System. However, when displayed to students the Site title is not always co-located with the Organisation name. (e.g. On submission of preferences in the Preference Wizard only the Site name will be displayed.) 
· The Site is unique to both an Organisation and a Location.  Sites are not shared across Organisations.  
· The Site Name should be meaningful to enable the user to identify where the Site belongs.  This might include some reference to the Organisation, or in some other way enable the User to identify the Site wherever it might be displayed independently.  For example, Ward 4 at the Royal Adelaide Hospital would be meaningless without reference to the Hospital, and therefore could be titled ‘RAH Ward 4’.
· Mixed case data entry is the nominated standard for the Description fields.

· Do not use full stops in description.

· Apostrophes should be avoided where possible.

· Do not use ‘&’.  If description requires ‘and’ as part of title you need to enter it in full (i.e. ‘and’).

· Use brackets where appropriate.

UniSA Custodian: Position
· The Position relates to an identifiable position description within the respective business unit that ‘owns’ the Site.
· The position description should match precisely that which can be found in the University’s corporate Directory for the person responsible for maintenance of the Site’s data, eg. Clinical Placement Officer

Site Orientation Info

· The information contained in this field will be displayed to students who are confirmed in a Placement at the Site.

· Site Orientiation Info should not contain internal comments or derogatory remarks. There are Comments fields throughout SPS to maintain ‘notes’ for internal use only.

Groups
	Navigation: 

Student Placements ( Placement Providers ( Groups
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The following data entry standards should be followed when entering Groups:

Descriptions

· The Description fields contain the Group title. The Group description is not shown in any of the Student or Staff Portal applications. 

· The Group can be shared across one or many Organisations, and in that regard can be shared across one or many Sites.  The Group description will likely represent a consortium or network and should be titled accordingly.

· Mixed case data entry is the nominated standard for the Description field.

· Do not use full stops in description.

· Apostrophes should be avoided where possible.

· Do not use ‘&’.  If description requires ‘and’ as part of title you need to enter it in full (i.e. ‘and’).

· Use brackets where appropriate.

Contacts
	Navigation: 

Student Placements ( Placement Providers ( Contacts
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The following data entry standards should be followed when entering Contacts:

Name

The Contact’s name should be preceded with an appropriate Salutation.  Where a title is required, the University standard for women is Ms.  Other titles are used as required:

	A/Pr
	Associate Professor

	AdP
	Adjunct Professor

	Br
	Brother

	Dr
	Doctor

	EMP
	Emeritus Professor

	Fr
	Father

	Miss
	Miss

	Mr
	Mr

	Mrs
	Mrs

	Ms
	Ms

	Prof
	Professor

	Rev
	Reverend

	Sr
	Sister


· The Name field is a free text field that should be entered with the following structure:

· Given Name/s, followed by space, Surname. e.g. Mr John Smith.

· Mixed case data entry is the nominated standard for the Name field.

Where the contact has a singular name a Full Stop should be used to signify the absence of either given name or surname.  For example, where the contact has only a first name - ‘Mr Alexander .’, or where the contact has only a surname – ‘Ms . Susanti’ 
· Apostrophes should be avoided where possible.

Contact Ref Nbr

· The Contact Ref Nbr is an identifier for the Contact at the Organisation, e.g. Employee number, industry identifier, or alternatively can store Date of Birth if appropriate.
· The Contact Ref Nbr should be prefixed with the identifier type, e.g. DECS Employee Nbr: 1234567.
· Mixed case data entry is the nominated standard for the Contact Ref Nbr field.

· Apostrophes should be avoided where possible.

Placement Agreements
	Navigation: 

Student Placements ( Placement Providers ( Placement Agreements
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The following data entry standards should be followed when entering Placement Agreements:

Descriptions

· The Description fields contain the Placement Agreement title. The Placement Agreement description will be displayed across the Student Placement System and should comprise the following format:
· The Placement Agreement title should reflect the title assigned on the official document pertaining to the Agreement, where it exists. For example, UniSA and Adelaide High School MOU
· ‘The University of South Australia’ may be abbreviated to ‘UniSA’.
· The Placement Agreement title is to be prefixed with the Org2 Code relevant to where the Agreement was initiated.
· The Placement Agreement title can be suffixed with a colon followed by a sub-title, to assist in differentiating agreements of the same name. 
e.g. EDS: UniSA and Adelaide High School MOU: May 2010
· Mixed case data entry is the nominated standard for the Description fields.

· Do not use full stops in description.

· Apostrophes should be avoided where possible.

· Do not use ‘&’.  If description requires ‘and’ as part of title you need to enter it in full (i.e. ‘and’).

· Use brackets where appropriate.

UniSA Custodian: Position

· The Position relates to an identifiable position description within the respective business unit that ‘owns’ the Site.

· The position description should match precisely that which can be found in the University’s corporate Directory for the person responsible for maintenance of the Site’s data, e.g. Clinical Placement Officer.
Placement Initiatives

	Navigation: 

Student Placements ( Placement Providers ( Placement Initiatives
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The following data entry standards should be followed when entering Placement Initiatives:

Descriptions

· The Description fields contain the Placement Initiative title. The Placement Initiative description will not be displayed across the Student Placement System, and is used primarily for reporting purposes.

· The Placement Agreement title must be meaningful, and should comprise the following format:
· Appropriate name of initiative between the organisation and the University, and Year of Commencement.  Although the Initiative is associated with an Organisation, it may be appropriate to include an Organisation reference, e.g. Adelaide Metro: Corporate Web Project 2010.
· Can include the Study Period before Year, if appropriate, e.g. Adelaide Metro: Corporate Web Project SP5 2010.
· Mixed case data entry is the nominated standard for the Description fields.

· Do not use full stops in description.

· Apostrophes should be avoided where possible.

· Do not use ‘&’.  If description requires ‘and’ as part of title you need to enter it in full (i.e. ‘and’).

· Use brackets where appropriate.

UniSA Custodian: Position

· The Position relates to an identifiable position description within the respective business unit that ‘owns’ the Site.

· The position description should match precisely that which can be found in the University’s corporate Directory for the person responsible for maintenance of the Site’s data, e.g. Clinical Placement Officer.
Placement ADMINISTRATION
Placement Blocks
	Navigation: 

Student Placements ( Placement Providers ( Placement Blocks
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The following data entry standards should be followed when entering Placement Blocks:

Descriptions

· The Description field contains the Placement Block title. The Placement Block description will be displayed across the Student Placement System, including myPlacement.

· The Placement Agreement title should reflect a meaningful description that has some context to the Student.  It is probable that a student may have many Placement Blocks available for viewing at any one time.
· The Placement Block title should comprise the following format:
· In the case of a Course based Placement Block, the Subject Area and Catalogue Number, or

· In the case of a Program based Placement Block, the Program Code followed by a colon
· A meaningful Placement Name followed by a colon
· Then Study Period (Optional) and Year Block commencing, 
e.g. EDUC2025: 3rd Year Secondary Education: SP5 2010
· Mixed case data entry is the nominated standard for the Description fields.

· Do not use full stops in description.

· Apostrophes should be avoided where possible.

· Do not use ‘&’.  If description requires ‘and’ as part of title you need to enter it in full (i.e. ‘and’).

· Use brackets where appropriate.

Setup and configuration
The following principles apply to all aspects of Setup and Configuration, including:
· Condition Values

· Site Focus Values

· Contact Types

· Organisation Types

· Site Types

· Special Circumstance Values

Full care should be undertaken to ensure duplicate values are not configured in the system.  Where you have any doubt about the existence of the required value in the system, please contact SAS who will help ensure duplicates are not being created. The following data entry standards should be followed when entering Setup and Configuration values:

ID Code

· The ID Code should be reflective of the title of the Condition. Cryptic codes are likely to cause failed search attempts by users, and therefore duplicate values in the system.
· The ID Code has a maximum 4 characters and can be mixed alpha numeric.
· The ID Code should start with the first, and possibly the second, letter of the name given to the Condition or a suitable abbreviation of the entire name, e.g. BELS for Basic Emergency Life Support Certificate.
Descriptions

· The Description field contains the title given to the element. The description will be displayed across the Student Placement System, including possibly myPlacement.

· The title should reflect a meaningful description that has some context to the Student.  Students will need to understand the context based on the description provided.  For example, a Condition description should be explanatory in terms of what the requirement is such that the student knows where a certificate or documentary evidence is required (e.g. Senior First Aid Certificate).
· The title should be concise and start with a descriptive word that will aid in search results, followed by a contextual component, e.g. License: Current SA Drivers License, Immunisation: HEP B Immunisations.
· Mixed case data entry is the nominated standard for the Description fields.

· Do not use full stops in description.

· Apostrophes should be avoided where possible.

· Do not use ‘&’.  If description requires ‘and’ as part of title you need to enter it in full (i.e. ‘and’).

· Use brackets where appropriate.

For other specific considerations see each relevant section, including Regions for example.
Condition Values
	Navigation: 

Student Placements ( Placement Setup ( Condition Values
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Site Focus Values

	Navigation: 

Student Placements ( Placement Setup ( Site Focus Values
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Contact Types

	Navigation: 

Student Placements ( Placement Setup ( Contact Types
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Organisation Types

	Navigation: 

Student Placements ( Placement Setup ( Organisation Types
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Site Types

	Navigation: 

Student Placements ( Placement Setup ( Site Types
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Special Circumstance Values
	Navigation: 

Student Placements ( Placement Setup ( Special Circumstances
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Region Values

	Navigation: 

Student Placements ( Placement Setup ( Region Values
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The following data entry standards should be followed in addition to those above when entering Region Values:
ID Code

· The ID Code should start with the following letter code:
	N
	New South Wales

	S
	South Australia

	W
	Western Australia

	V
	Victoria

	T
	Tasmania

	Q
	Queensland

	A
	Australian Capital Territory

	B
	Northern Territory


Region Values

· The regions to be used in the Student Placement System are to be recognised regions as specified by local government.  As a reference the region values should exist as found on the following websites for the respective states:

· SA regions 

· Victorian regions 

· NSW regions 

· Qld regions 

· Other state codes should be based on reputable resources to ensure conformity to a standard for that state.

· If you require a Region Value that is not in SPS you will need to contact SAS who will arrange for the new Region to be available.
Program and Course Configuration
	Navigation: 

Student Placements ( Placement Setup ( Program Placement Configuration, or
Student Placements ( Placement Setup ( Course Placement Configuration
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The following data entry standards should be followed when entering Placement Blocks:

*myPlacement Enquiry Details
· Any phone numbers or email addresses contained within the text should provide the greatest possible audience to ensure students receive a prompt response.  Avoid use of private phone numbers, or direct line numbers unless there is no alternative.  Similarly, use a distribution list for email where possible.
· The text used here will be made available to students in myPlacement.  This will be the only form of assistance students will be advised of within the myPlacement application.  Therefore the text chosen should provide enough detail to ensure students seek appropriate help, but should not reference alternative business units as a first point of reference (e.g. Student and Academic Services, or ISTS).
· The statement should commence with ‘For all general enquiries relating to this Placement Block please contact: ‘
· The statement may also contain the following sentence – ‘For any technical enquiries regarding access to myPlacement please refer to http://www.unisa.edu.au/ists/ITHelpDesk/default.asp’.
Version control

Please note the details of any updates made to this user guide in the table below.
	Date
	Updated By
	Name of Process Updated
	Summary of Update
	Date SAS Website Updated (if Applicable)
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