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1. Introduction to the eCollection platform 

 

Delivering health and care services for patients is only possible with a high-quality workforce, 

with the right education, training, experience and behaviours. 

 

The Long-Term Plan describes how NHS organisations and services should be integrated 

around patients and communities to meet their needs and expectations over the next 

decade. The NHS People Plan outlines how NHS staff will be supported to deliver the Long-

Term Plan.  

 

Health Education England (HEE)’s duty to patients, taxpayers and staff is to ensure 

education and training funds are used effectively and focussed on key priorities.  

 

This essential long-term investment in education must be maintained whatever the short-

term pressures. This ensures NHS staff will be available long into the future. 

 

To achieve this HEE must work with colleagues in NHS Improvement/England and, the wider 

NHS community and education partners. Part of the HEE strategy is to host all data 

collection activity in one place. To support the long-term workforce planning process, HEE 

has developed ‘eCollection’, an in-house data collection platform supporting a suite of data 

collection tools 

 

The benefits of eCollection include: 

 

• Easy access for users with the tools available through the HEE website/HEE online 

portal 

• A clear data collection approach with user requirements at the centre 

• All participating organisations can view the data once submitted and those with 

access to the tools are able to view these submissions within the live environment  

• Technical support is provided as well as support for ‘system users’, available from 

HEE teams 

• User guides have been developed for each tool  

• Each tool follows a similar format to maximise ease for providers and recipients of the 

data to move between the tools, and understand the operating system 

• Tools include some simple online validation checks, reducing errors and maximising 

data quality 

• All data is submitted and stored securely in line with GDPR (General Data Protection 

Regulations) 

• Intelligent access: those with required login for each tool can access the data 

submitted at the level they require 

This pack contains guidance for the use of the following tools: 

• Student Data Collection (SDCT) 

• Trainee Nursing Associates Data Collection pilot (TNA) 

• Adult Improving Access to Psychological Therapies Data Collection (IAPT) 

 

This guidance provided includes: 

• An outline of the process 

• Instructions for use of the templates 
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• Details of the definitions of the fields 

• Instructions on how to log-in and use the tool as intended 

• Contact Information for any queries 

 

1.1 eCollection dates and periods 

 

Data submission periods for the SDCT and TNA take place three times a year, as shown in 

the table below. The ‘open’ IAPT collection will be aligned to the main SDCT, so that in 

months where there is already a SDCT collection, no stand-alone IAPT collection will be 

required. 

 

Collection Collection 

Month(s) 

Student 

Activity 

Period start 

Student 

Activity Period 

end 

Education Provider to 

submit data to HEE 

IAPT September 

2020 

All students with a start date 

within the collection month 

Within 2 weeks of course 

start date (IAPT) 

SDCT/ 

TNA 

October 

2020  

1 August 

2020   

31st October 

2020 

2 to 13 November 2020 

(SDCT/TNA) 

IAPT November 

2020  

All students with start date within 

the collection month 

Within 2 weeks of course 

start date (IAPT) 

IAPT December 

2020 

All students with start date within 

the collection month 

Within 2 weeks of course 

start date (IAPT) 

IAPT January 

2021 

All students with start date within 

the collection month 

Within 2 weeks of course 

start date (IAPT) 

SDCT/ 

TNA 

February 

2021 

1 November 

2020  

14th February 

2021 

15 to 26 February 2021 

(SDCT/TNA) 

IAPT March 2021 All students with start date within 

the collection month 

Within 2 weeks of course 

start date (IAPT) 

IAPT April 2021 All students with start date within 

the collection month 

Within 2 weeks of course 

start date (IAPT) 

IAPT May 2021 All students with start date within 

the collection month 

Within 2 weeks of course 

start date (IAPT) 

IAPT June 2021 All students with start date within 

the collection month 

Within 2 weeks of course 

start date (IAPT) 

SDCT/ 

TNA 

June 2021 15 February 

2021 

30 June 20211 Thursday 1 July–Friday 16 

July 2021 (SDCT/TNA) 

SDCT/ 

TNA 

October 

2021 

1 July 2021 31 October 2021 Monday 1 to Friday 12 

November 2021 

(SDCT/TNA) 

SDCT/ 

TNA 

February 

2022 

1 November 

2021 

14 February 

2022 

Monday 14 to Friday 25 

February 2022 

(SDCT/TNA) 

 

If errors are found after your data has been submitted and HEE / placement provider verif ied 

and accepted as an accurate record, please contact your HEE Regional Team. Regional 

 
1 June 2021: Placement activity for both SDC and TNA Data Collection to cover 15 February to 4th 
July. Student activity data for both collections to continue to cover 15 February to 30th June. 
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Team contact information can be found in Section 5 of this document.  The corrected data 

will need to be provided at the next collection point.  

 

1.2 Where to find the eCollection tools and templates  

• The Student Data Collection Tool (SDCT) can be accessed via the eCollection web 

portal – see https://ecollection.hee.nhs.uk/sdct 

The current upload template for SDCT can be found in the homepage in the 

downloads panel - see  https://ecollection.hee.nhs.uk/SDCT/doc/hei_upload_template  

• The Trainee Nursing Associates Data Collection Tool can be accessed via the 

eCollection web portal. See https://ecollection.hee.nhs.uk/TNA 

The current upload template for SDCT can be found in the homepage in the 

downloads panel - see  https://ecollection.hee.nhs.uk/TNA/doc/hei_upload_template  

• The Adult Improving Access to Psychological Therapies Data Collection can be 

accessed via the eCollection web portal. See https://ecollection.hee.nhs.uk/IAPT  

The current upload template for SDCT can be found in the homepage in the 

downloads panel - see  https://ecollection.hee.nhs.uk/IAPT/doc/hei_upload_template  

1.3 Logging in to the eCollection tools 

You will need a user account to access the data collection application.    

If your HEE Regional Team has registered you as a user, you will have received an 

electronic invitation to access the system.  This section of the Guidance provides guidance 

on how to log in, and what to do if you have not received the required information.  

Logging in as an existing user  
If you already have a user account, you can login using your login credentials. The login 

page will be the first page you see when you browse to the collection you are looking for, for 

example the login page for the Student Data Collection portal is shown in Figure 1 below.   

 

https://ecollection.hee.nhs.uk/sdct
https://ecollection.hee.nhs.uk/SDCT/doc/hei_upload_template
https://ecollection.hee.nhs.uk/TNA
https://ecollection.hee.nhs.uk/TNA/doc/hei_upload_template
https://ecollection.hee.nhs.uk/IAPT
https://ecollection.hee.nhs.uk/IAPT/doc/hei_upload_template
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Figure 1:  SDCT Login page 

 
 

Populate the email address and password fields appearing on the left side of the SDCT login 

page and click the Log In button. 

 

If the credentials you have provided are valid, you will be forwarded to the main page of your 

collection, e.g. see Student Data Collection Tool home page 

 
Invitations to use the eCollection Tool 

An invitation to contribute will have been sent to all those registered to contribute to the 

collection.  An example of an Invitation to Contribute email for the Student Data Collection is 

shown in Figure 2 below: 
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Figure 2:  Invitation to Contribute  

 

  
 

This email will give you some high-level information about the collection, your role in the 

process and details for your regional support contacts. 

 

It also includes the following links:  

• SDCT site link 

• Forgotten password link (for existing users) 

• Complete registration link (for new users). 

Invitation to new users 

If the email address used in your invitation is not known to the application, your invitation will 

include a link that will enable you to complete the setup of your user account page shown in 

figure 3. 

• Please take a moment to review the prepopulated sections and update this content 

as required. 

• You will also be asked to provide and confirm your password to access the SDCT. 

• Your password must have between 8 and 16 letters, with a mix of uppercase and 

lowercase letters, and one or more symbols and numbers.  
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Figure 3:  Click the “create user account” button. Create Account Page 

 

• An account will be created for you which you can use to access the SDCT in the 

future. 

Registering to use the Student Data Collection Tool for the first time 

If you have not received an invitation but believe you should have access to the application, 

you can request access from HEE by following the steps below: 

 

• Go to the SDCT login page 

• Click the panel titled Register to use SDCT? 

• You will then be forwarded to the registration page.  

Enter your email address and click Next.  

 



 

Last updated June 2021 pg. 10 
 

Registration review process 

Once submitted, your registration request will be reviewed by an HEE administrator, from 

within your regional team. 

 

If your request is accepted, you will be sent an invitation email inviting you to contribute.    

1.4 Forgotten password 

If you have forgotten your password, you can reset your password by following this simple 

process: 

• Click “Forgotten your password?” on the SDCT login page. This will display the 

Password Reset page. 

• Enter your email address and click the “Request password reset” button.  If 

successful, the following message will be displayed. 

• A password reset email will be sent to your email address. 
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• Click the Reset Password Now link and your browser will display the change your 

password page. 

• Set and confirm your new password, then click Update Password. 

• Your password has now been changed and you will be forwarded to the login page.  

Unregistered email addresses 

If your email address is not registered, the application will display the following message. 
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Possible causes for this might include: 

• The email you provided was incomplete or mistyped. 

• You had previously received an invitation email to access SDCT but did not click the 

Complete Registration link. This may result in your email address not being 

recognised. 

If neither of these are the case, please contact your HEE Regional Team. The HEE Regional 

Team contact details are provided in Section 5 of this guidance document. 

 

1.5 eCollection notifications  

 

Dispute notif ications  

For both the SDCT and TNA collections Education Providers are asked to submit 
student data which is then validated by Placement Providers and Employers (TNA 

only). If those validating the data do not agree with the Education provider 
submission, they will then need to review and resolve any queries with the relevant 
Education Provider. eCollection will issue ‘dispute notification’ emails to inform users 
when submitted data submitted has been disputed.  

 
• eCollection users can opt out of receiving email notif ications by selecting 

‘unsubscribe’ at the bottom of emails received from eCollection. 

 
 

• Once unsubscribed users will receive the automated response below 

 

 
 

 
• Users can also change email preferences using ‘my account’ section of the 

application. 
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1.6 Switching between data collections 

 

• Click the ‘select’ button in the blue header 

• This will bring you to the ‘Select Collection’ page 

Figure 4:  Select Collection Page 

 

• Click on the Trainee Nursing Associate or Adult IAPT Collection  

• You will be directed to the appropriate collection page  
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2 Student Data Collection (SDC)  

 

This Student Data Collection template has been designed to collect three specific areas of 

student activity: 

• Cohort level activity for all courses 

• Student level data for named individuals who will attract contributions towards salary 

costs 

• Placement activity for those courses that attract tariff payments 

 

Student activity to include in this collection predominantly focuses on courses at Level 6 and 

above. However where there are courses specified in the template course lookup values that 

are lower than level 6, e.g. level 5 Assistant Practitioner courses, please do submit this data. 

 

Within the activity template there are extra tabs which provide lookup values references 

which provide the standard and nationally agreed naming convention(s) for courses, 

qualif ications, and practice placement providers.  The latter will each have a CQC code 

where it exists.  

 

Please contact your HEE Regional Team if: 

• A placement provider is not listed on the template 

• A new employer is supporting a salaried student activity but does not have a 

corresponding CQC code 

• A Course or qualif ication is not listed 

 

Pasting data from other data sources into the template can be problematic if the source 

column data is not in the same order.   

 

If possible, try to rearrange the source data to fit the template format. 

 

In some cases, this might not be possible.  For instance, if there is a calculation field within 

the area being pasted into.  If required, columns in the template can be reordered to fit your 

source format.  You will need to maintain the titles of column headers (particularly the hidden 

row above the first line of data).  In the case of calculation fields, we recommend moving 

them to the end of the row. 

 

Taking these steps will enable a successful upload of the data.  Once uploaded the data will 

be validated and, if any errors are identif ied, the system will provide an opportunity to correct 

them. 

 

Contact information for your HEE Regional Team can be found in Section 5 of this document.  

Password protected workbooks or sheets are not required due to the secure functionality of 

eCollection; passwords may prohibit the functionality of the data upload and its contents.  
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2.1 ‘Student Activity’ Worksheet 

 

This worksheet captures all cohort level recruitment, inclusive of international students, 

across commissioned and non-commissioned named programmes, focusing on Level 6 and 

above. Where there are courses specified in the template course lookup values, that are 

lower than level 6, e.g. the level 5 Assistant Practitioners, which is a level 5 course, please 

do submit this data. Student activity data for international students should be submitted on a 

separate row in the template. 

 

Data is not currently collected on programmes classed as Continuing Professional 

Development (CPD), or those accessed via a modular approach, unless otherwise explicitly 

specified by your local HEE office.   

 

Cohorts contained within this worksheet will need to be reported unt il each student has a 

final outcome (either successful course completion, transfer out or discontinuation / 

withdrawal).  This is to enable HEE to cross check any queries and to ensure that data is 

available on the final outcomes for each student on the cohort. 

 

The collection template has been updated to incorporate a new ‘Region’ field. This field will 

enable HEE to understand which region the student activity took place in in cases where an 

Education Provider activity crosses HEE regional boundaries.  

 

 
 

The cells in this worksheet have different parameters:  Optional and Required.  There are 

also some cells which automatically provide a calculation based on input to previous cells.  

Please do not insert or leave any blank rows in between your data. 

 

Your Course title / 

code identifiers 

Required 

 

This is a free text field required for reporting. 

Education Providers to include a cohort unique 

identif ier, to allow HEE to link the data collections 

in a more robust way. 

Course Title 

 

Required 

 

Please add the course title* without 

abbreviations and without the level of 

qualif ication within the title – the level of 
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qualif ication is specified in the ‘Qualif ication’ 

column. 

Qualification  Required  Please add the qualif ication type, e.g. BSc. 

Please note: The academic qualif ication for 

apprenticeships should not be reported.  Only 

‘Apprenticeship’ should be selected in this field. 

Is this a Blended 

Learning Programme 

Required  This field should only be selected for identify 

where students are enrolled on the ‘Blended 

Learning Nursing Degree programme’ and so in 

receipt of specific additional HEE funding.2   

Mode of Attendance Required Full or part time 

Please indicate the 

number of students 

who have had 

recognition of prior 

learning for Assistant 

Practitioner 

Qualification 

Where 

Required 

Please populate this field if the student has credit 

exemption from part of the course due to 

completion of Assistant Practitioner qualif ication.3 

 

Please indicate the 

number of students 

who have had 

recognition of prior 

learning for Nursing 

Associate 

Qualification 

Where 

Required 

Please populate this field if the student has credit 

exemption from part of the course due to 

completion of Nursing Associate qualif ication 3 

Course Start Date Required To be entered as a date in the format 

dd/mm/yyyy 

Course End Date Required To be entered as a date in the format 

dd/mm/yyyy 

 

Calculated Course 

Length in Months 

Calculated  This is a calculated field based on the dates 

entered in the Course Start Date cells and 

Course End Date cells. Length of programme is 

shown in months. 

Region Required Please select the HEE region with which the 

Education Provider is aligned (select lead region 

where appropriate) 

Planned Number to 

Start Cohort 

Required This provides an indication of future activity and 

therefore workforce planning and placement 

activity requirements.   

 

 
2 Blended Learning Programme: this programme has been developed to address national shortages 
in clinical expertise and explores the opportunities of providing predominantly online, remote-access 
study to those people who may have the aptitude and values to join the healthcare profession, but 
currently are unable to learn in traditional ways.  
3 Recognition of prior learning: We are aware that other students may have recognition of prior 
learning for ‘other’ learning, but we do not require data on this. Only for those who have had 
recognition of prior learning for Nursing Associate Qualification or Assistant Practitioner Qualification is 
required. 

https://www.hee.nhs.uk/our-work/blended-learning
https://www.hee.nhs.uk/our-work/blended-learning
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This cell can be completed, where known up to 

12 months before the start date and can be 

adjusted up until the course start date. It must be 

completed at the point the cohort’s activity is first 

reported on, i.e. at the first collection point after 

the course has started, after which point it cannot 

change. 

Number of Starters Required Number of students who commenced on the 

programme as determined by the start date. 

This figure can be updated at the next collection 

point, as it is recognised that it can fluctuate if  

students enrol late. 

Total Number of 

Students 

Transferring Out of 

the Course (including 

interrupts) 

Where 

required 

This includes all activity since course start date. 

 

This will capture all the students who were 

recorded as recruited at the start of the cohort 

and have subsequently transferred out of the 

course and cohort into another programme or 

cohort.  For example, this could be a nursing 

branch change, from Adult to Child or from 

Degree to Masters.   

 

This field will also capture students who have 

transferred onto another health-related course 

and those who have taken a temporary period of 

suspension and are expected to join a future 

cohort.   

 

At the point that they return from suspension, 

they would need to be added to the ‘transfer in’ 

count for the course cohort they will join. 

Total Number 

discontinuing / 

withdrawing  

Where 

required 

Of total number transferring out, how many 

students have discontinued / withdrawn since 

course start date (including those whose appeal 

against academic failure etc has failed). 

 

This includes all activity since course start date. 

 

This field is used to determine attrition and is to 

be completed if a student discontinues or 

withdraws from training.    

Of Total Number 

Transferring Out, 

how many are 

moving to another 

education provider 

where known or 

different course at 

the same provider  

Where 

required 

This includes all activity since course start date. 

 

This would be completed in the instance of 

students transferring out of the course after the 

original commencement date.  This could be a 

nursing branch change, from Child to Adult, for 

instance, or from Master’s to Undergraduate 

Degree. 
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Number of students 

that are expected to 

return to study in the 

future  

Calculated  This is a calculated field based on: 

‘Total Number of Students Transferring Out of 

the Course’ MINUS ‘Of the Total Number 

Transferring Out, how many are discontinuing / 

withdrawing’ MINUS ‘Of which Of the Total 

Number Transferring Out how many are moving 

to another Education Provider or course’. 

 

This includes all activity since course start date. 

 

This captures any student who has returned to 

study following a break (maternity, sickness, 

academic failure etc).   

 

This data identif ies students who will not qualify 

at the expected point. 

Total number of 

students transferred 

onto course from 

elsewhere (internal 

and external)  

Where 

required 

This includes all activity since course start date. 

 

This captures any students who have taken a 

break from study for a period of time (maternity, 

sickness, academic failure etc.).   

 

If the student subsequently does not return to 

study, then they need to be removed from this 

column and added to the TOTAL NUMBER OF 

STUDENTS DISCONTINUED / WITHDRAWN 

FROM THE COURSE column. 

Number of active 

students  

 

Calculated  Number of active students ‘at collection point’ 

This is a calculated field based on: 

Number of Starters MINUS Total Number of 

Students Transferring Out of the Course PLUS 

Number of students transferred into course from 

elsewhere MINUS Number qualif ied successfully 

completed course. 

Of the number of 

active students, how 

many are HEE funded 

Where 

required 

This includes all students within the cohort who 

are currently active and who are funded by HEE 

in some capacity.  The number should be the 

same or fewer than the total number of active 

students. 

 

This will correlate with the activity reported on the 

Salary Supported Student workbook if in receipt 

of HEE funding. 

Number successfully 

qualified  

 

Required This includes all activity since course start date. 

 

 
2.2 ‘Salary Support Activity’ Worksheet 
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This worksheet will capture all student level activity that attracts salary support financial 

payments to employers.  

 

There will be instances where a student will require multiple records.  This usually will be in 

the case of multiple suspensions from training and subsequent returns, or if a student has 

transferred between HEE salary supported programmes.  If the multiple records are not 

shown, there is a risk that the salary support payments will not be reflective of study patterns 

and could result in either under or overpayment to the employer.  In the instance of transfers 

between programmes, the original record will show a transfer out date and a new record with 

the new programme details will show a transfer in date.  It is expected that these dates will 

be concurrent as any gaps will have a financial impact. 

 

Employers are not currently required to verify Student and Salary Support data.  Where HEE 

makes payments in respect of Salary Support and Tuition, there are other mechanisms 

through which organisations receiving this type of investment need to confirm the required 

data to support any payments made. 

 

The cells in this worksheet have different parameters:  Optional and Required.  There are 

also some cells which automatically provide a calculation based on input to previous cells.  

Please do not insert or leave any blank rows in between your data. 

 

Student Unique 

ID 
Required 

This is your unique identifier for this student and can be 

completed with a combination of numbers and letters. 

However, it is recommended that the University student 

ID is used for consistency and ease of identification.  

This unique identif ier must be unique to that student 

and cannot vary between data submissions.  If the 

student moves programmes or cohorts then the ID 

moves with them. 

Student 

Forename 
Required  

Please add the student forename to this cell.  If the 

name changes, then please update, adding the old 

name in brackets.   

 

Student forename is an additional identif ier that will be 

used during the salary support payment cycle with 

employers.  Without this detail, there is a risk that 

incorrect payments may be made, as employers would 

not recognise the Student ID. 

Student Surname Required  

Please add the student surname to this cell.  If the 

name changes, then please update, adding the old 

name in brackets. 

 

Student surname is an additional identif ier that will be 

used during the salary support payment cycle with 

employers.  Without this detail, there is a risk that 

incorrect payments may be made as employers would 

not recognise the Student ID. 

Seconded From 

(Employer)   
Required  

This will enable HEE to provide salary support 

payments directly to the employer in a timely manner.  
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 If incorrect information is added, then this will impact on 

payments being made.   

Please ensure the official Trust name is recorded, and 

for other employers, full name / organisation, location, 

and postcode is provided.   

 

Where a CQC code is not available due to a new 

employer, please refer to page 5 of this guidance for 

further details. 

Service (IAPT 

only) 
Optional 

Please add the service area that the trainee is deployed 

in. We have included a pre-defined list of services.  

However there is also a free text option to add a service 

area if not captured in our lookup values. 

This column was added in January 2021. 

Your Course title / 

code identifiers 

Required 

 

This is a free text field required for reporting. Education 

Providers to include a cohort unique identifier, to allow 

HEE to link the data collections in a more robust way. 

Course Title  Required  

Please add the course title without abbreviations and 

without the level of qualif ication within the title – the 

level of qualif ication is specified in the ‘Qualif ication’ 

column. 

Qualification Required  

Please add the level of qualif ication. 

*In July 2020, the list of qualif ications available in the 

lookup value has been expanded based on the May 

2020 data collection. 

Mode of 

Attendance 
Required  

Full or part time 

 

Course Start Date  Required  To be entered as a date in the format dd/mm/yyyy 

Course End Date Required  To be entered as a date in the format dd/mm/yyyy 

Course Length in 

Months 

 

Calculated  

This is a calculated field based on the dates entered in 

the Course Start Date cells and Course End Date cells 

and is shown in months.  

Status In 

 

Where 

required 

To be completed where required, selecting either:  

 

Internal transfer in – where a student has moved from a 

different cohort or programme within the same 

Education Provider (will correspond with ‘status out’ 

cell) or has joined with evidence of prior learning (RPL), 

or 

 

External transfer in – where a student has joined the 

cohort from a different Education Provider or has joined 

with evidence of prior learning (RPL). 

Status Out 
Where 

required 

Optional and to be completed where required, 

selecting: 

Internal transfer – where a student is moving to a 

different cohort or programme within the same 

Education Provider (will correspond with ‘status in’ cell) 

or 
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Interruption – this will capture any students who have 

taken a break from study for a period of time (maternity, 

sickness, academic failure where resits / relearning will 

occur etc).  

 

This data will identify students who will potentially 

qualify at a later date.  If the student subsequently does 

not return to study, then they need to be removed from 

this column and added to the ‘ended’ column. 

Status Change 

Date 

Where 

required 

Required if ‘Status In’ and ‘Status Out’ columns have 

recorded activity. 

 

To be entered as a date in the format dd/mm/yyyy 

Projected 

Completion Date 
Calculated  

This is determined by the activity description recorded 

in the Status in and Status Out cells and the Status 

Change Date 

Actual 

Completion Date 

 

Where 

required 

To be entered as a date in the format dd/mm/yyyy 

  

This will be updated once the student has completed 

the programme. 

Extension agreed 

with HEE? 

 

Where 

required 

This will only be completed where a written agreement 

is in place to support the student for a longer period. 

 

Agreement is required prior to data submission.   

Length of 

extension agreed 

with HEE in 

months 

 

Where 

required 

Optional if previous column is completed. 

 

This will only be completed where a written agreement 

is in place to support the student for a longer period.   

 

Agreement is required prior to data submission and the 

length of extension will be specified.   

Status  Calculated  

This is a calculated field based upon earlier cell detail. 

 

(e.g., Status In, Status Out, Withdrawal or Completion) 

Additional 

information  

Optional  This is a free text field, to add further information. 

 

Do not insert any ‘special category data’.  [Special 

category data is personal data which the General Data 

Protection Regulations (GDPR) says is more sensitive, 

and so needs more protection. For example, 

information about an individual’s: 

• race 

• ethnic origin 

• politics 

• religion 

• trade union membership 

• genetics 

• biometrics (where used for ID purposes) 
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• health 

• sex life 

• sexual orientation] 

 

2.3 ‘Placement Activity’ Worksheet 

 

This guidance relates to the Education Provider element of placement activity which, in the 

case of NHS Trusts will then be validated.  Validation for ‘other’ placement providers will be 

managed by the Education Provider on their behalf.  For exceptions to this process please 

contact your HEE Regional Team. Contact information for your HEE Regional Team can be 

found in Section 5 of this document.  

 

The majority of regulated education programmes require recording of placement activity , as it 

contributes towards formal sign off of a training record.  Therefore, activity must be based 

upon actual and recordable information. Placement activity data for international students 

should not be included in your submission. The data provided should reflect the actual 

attended hours for placement activity undertaken including apprenticeships, within the 

specified collection period. For example, where a placement spans more than one collection 

period, i.e., starting in March and lasting for 2 months (covering 1 March to 30 April time 

period) and the collection point is 31 March, then the placement activity up to 31 March 

should be recorded.  The placement activity completed during April will then be reported at 

the next census point.   

 

Where a placement was planned but did not occur, it should not be reported, as no activity 

took place.  Where a placement commences but then terminates earlier than the planned 

end date (due to, for instance, student availability), the data reported should reflect the actual 

time on placement.  

 

We do appreciate that where placements occur late in a collection period, Education 

Providers might not have the timesheets returned in time for the collection submission 

deadline.  In this instance, planned activity is acceptable as there is an expectation that 

Placement Providers will correct any differences during the data validation stage of the data 

collection process. For sickness absence of up to 1 week, it is not necessary to discount this 

activity.  

 

The collection template includes a field asking, ‘Is this a Covid-19 Paid Placement?’ This field 

will enable HEE to distinguish between paid placements and any unpaid placements. The 

definition of a ‘paid placement’ in this context refers to a student undertaking a placement 

receiving a salary under the COVID-19 redeployment model. 
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The cells in this worksheet have different parameters:  Optional and Required.  There are 

also some cells which automatically provide a calculation based on input to previous cells.  

Please do not insert or leave any blank rows in between your data. 

 

Your Course 

Title / Identifiers 

Required 

 

This is a free text field required for reporting. Education 

Providers to include a cohort unique identifier, to allow 

HEE to link the data collections in a more robust way.  

Course Title Required  Please add the course title without abbreviations and 

without the level of qualif ication within the title – the level 

of qualif ication is specified in the ‘Qualif ication’ column. 

 

*In July 2020, the list of courses available has expanded 

based on the May 2020 collection 

Qualification Required  Please add the qualif ication type, e.g. BSc. 

Please note: The academic qualif ication for 

apprenticeships should not be reported.  Only 

‘Apprenticeship’ should be selected in this field. 

Is this a Blended 

Learning 

Programme 

 This field should only be selected for those Blended 

Learning courses which are receiving specific additional 

HEE funding.   

Placement Type Required Please state what type of placement by selecting an 

option from the drop-down list.  

Placement 

Provider Name 

Optional  This will enable HEE to provide payments directly to the 

practice placement organisation in a timely manner.  If 

incorrect information is added, then there is a risk that 

this will impact on payments being made. 

 

Wherever possible please select an item from the list. 

There is also the option to enter free text into this field to 

allow the addition of Private, independent, and voluntary 

organisations (PIVOs). 

Placement 

Provider Code   

Optional  This is a code unique to the Provider, which is 

automatically populated from the ‘Placement Provider 

Name’. Organisation codes are retrieved from a CQC list 

of organisations. 

Where a new placement provider has been added, this 

field will be left blank.  

Placement 

Postcode (PIVO 

only) 

Required This is a free text field and will assist in the identif ication 

of where the placement activity took place. This will allow 

HEE to capture the correct information for Private, 

independent, and voluntary organisations (PIVOs) and 

ensure the placement activity is mapped to the correct 

organisation in future collections. 

Placement 

Provider Site 

 

Where 

required  

This is a free text field and will assist in the identif ication 

of where the placement activity took place, such as 

hospital site.  Please note, this will be included with any 

payment remittance and will be visible when placement 

providers verify the activity. 



 

Last updated June 2021 pg. 24 
 

Is this a Covid-

19 Paid 

Placement? 

Required Please select ‘Yes’ or No’ to specify whether the activity 

recorded in this line of data relates to placements 

undertaken by students with an employment contract for 

the duration of the placement as per the COVID-19 

pandemic guidelines  

Intake Month Required  Select the appropriate month from the drop-down list  

Year 1 Hours Where 

required  

The following columns and descriptors relate to the level 
of study that the student is on at the time of placement.  
For example, if for some reason they did not progress 
from year 1 to year 2, then they will remain within year 1. 
 
Year 1 Hours 
Required for relevant programmes. 
The number of hours completed as a numerical f igure. 
 
Year 2 Hours 
Required for relevant programmes. 
The number of hours completed as a numerical f igure. 
 
Year 3 Hours 
Required for relevant programmes. 
The number of hours completed as a numerical f igure. 
 
Year 4 Hours 
Required for relevant programmes. 
The number of hours completed as a numerical f igure. 

Year 2 Hours 

Year 3 Hours 

Year 4 Hours 

Calculated Total 

Hours 

Calculated HEE will use this information and convert it into Whole 

Time Equivalent (WTE) students, and this will inform the 

placement tariff amount to be paid.  Full placement days 

are classed as 7.5 hours 

 

2.4 Validation Process 

Following data submission, HEE will check whether the expected data activity in scope for 

payment of education tariff has been captured.  HEE Education Commissioning staff will then 

produce an individual placement report (of Tariff eligible data) which wil l indicate the details 

of the placement activity that the placement provider has supported in the reporting period.  

NHS placement providers will be able to access the data within the tool to review and 

validate the data within a four-week period.  If the NHS placement provider agrees with the 

report, they will then agree with the online validation statement; for other placement 

providers, local validation arrangements will continue until further notice. Once data has been 

validated, HEE will then be able to progress the arrangements for payment of the placement 

activity. 

 

If the placement provider does not agree with the report, they will then need to review and 

resolve any queries with the relevant Education Provider. eCollection will issue ‘dispute 

notif ication’ emails to inform users when submitted data has been disputed (section 1.5 of 

this guidance pack). Users have the option to opt out of receiving these notifications.  Once 

agreement has been reached, the Education Provider will be able to update their activity 

report and the placement provider will be invited to validate this updated report.  This will 

need to take place within the previously specified four-week period.  HEE anticipates that if 

there is any dispute, it will be resolved before the next reporting and validation period to 
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avoid any protracted delay in making the required payments.  HEE expects that the 

respective parties would use their best endeavours to reconcile any dispute in a timely 

manner.  If there are any differences which cannot be agreed, HEE will review the details 

and make a best judgement.  HEE will take any final decisions on payment.  

 

HEE will not make any payments until the validation statement has been received.  However, 

where there are queries about aspects of activity which are being actively explored via the 

validation process, HEE may make a payment ‘on account’, provided the difference in activity 

is within an agreed tolerance range.  Future payments will then be adjusted following 

resolution of any queries. 

 

Placement validation features available within the tool: 

 

 
 

• When ‘Awaiting Confirmation’ is selected underneath Placement Validation, the 

following screen appears which will contain all the lines of placement activity that you 

have submitted to HEE.  The validation process for other organisations is described 

later in this section of the Guidance. 
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• In more detail, the grey cells are locked, and the white cells can be updated by the 

Education Provider.  The year cells for the Placement Provider are automatically 

populated with the same value. 

 

 
 

• When the ‘Confirmed’ link is clicked within the menu, all the placement activity that 

has been confirmed and accepted by the Placement Providers will appear.  Click on 

the grey column heading to sort the data or search for key words to bring up a 

specific NHS Trust.  A download button is also provided for easy data extraction. 

 

 
 

• If the Placement Provider has disputed the data, you have already provided then it 

will appear in this menu along with their corrected hours.  Their comments will also be 

visible, and the next action will be to review and either accept or reject.   Accepted 

data will move to ‘Confirmed’ and rejected will remain in your ‘Disputed’ view.  

These actions are replicated for the Placement Provider. The next step would be for 

HEE teams to review rejected disputes and aid resolution.  

 

 
 

• The Placement Provider is also able to add additional data if they feel it has been 

omitted.  This view shows these additional lines at the top of the screen 
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Private, Independent and Voluntary Organisations (PIVO) 

HEE has different arrangements for managing placement activity for Private, Independent 

and Voluntary Organisations (PIVOs).  This includes HEE making placement funding 

available to the Education Providers who can then pay PIVOs directly for placement activity, 

assuming that this provider is only supporting a relatively small number of placements.  HEE 

does not expect small PIVO placement providers to undertake validation activities. It is 

anticipated that the Education Provider will be validating the activity agreed and will be able 

to evidence this, and that this will be subject to audit where required.  HEE will therefore 

continue to use the current local office arrangements in place for payment of placement 

activity by small PIVO placement providers.   

Primary Care 

HEE anticipates that Primary Care Training Hubs will submit a validation statement 

confirming the activity that they have placed and managed within their Hub network.  This is 

already happening in some areas.  Where Training Hubs are not yet supporting placement 

activity, then the current local arrangements for payment, either via Education Providers 

where this is in place, or directly by HEE will be maintained.  However, similar to the 

arrangements for PIVO placement providers this will be subject to audit  as required. 

2.5 SDC Home Page 

Upon successful login, you will be forwarded to the SDCT collection frontpage.   The page is 

split into three parts: 

 

• Page header 

This is visible in all application pages and provides access to application-level tasks 

such as logout and my account.  Clicking the home button or eCollection icon in this 

area will always bring you back to this page. 

• Side bar navigation 

Also available in all pages, these are the tasks or application features to be 

completed. 

• Dashboard 

The main area of the page displays introductory text in the main panel to provide a 

high-level overview of the collection.  There are also panels providing status 

information, support contact details and SDCT documentation and downloads.  
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Figure 5:  SDCT home page 

 
 

Figure 6:  Navigation buttons 

 

The navigation buttons above, which are displayed at the top of the screen, have the 

following functions from left to right: 

• Home – returns you to the home page 

• Select – switching between different data collections 

• Help - Provides help and support on the system 

• My Account - Manage your account and account details - see Change User details 

• Log out – log out of the system and be sent back to the login screen  
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Figure 7:  Change User details 

 

You will f ind the following navigational features listed down the left-hand side of the 

dashboard.  
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Figure 8:  Dashboard Navigation Features (Education provider view) 
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2.6 Education Providers: ‘About Us’ 

The ‘About Us’ page on the dashboard navigation contains information about the Education 

Provider and the people who will work on the Education Provider’s submission. It is divided 

into two subsections: Education Provider details and contributors submitting the data.  

When you first log in, check that your organisation or institution’s details are correct. Click 

‘My Organisation’ and check your details.  

 

Figure 9:  About Us Page 

 

You can change your organisation’s address here and review other details. Click the green 

save button once any necessary changes, if any, have been made.   

2.7 Assign Users  

Multiple users may be assigned to the data collection allowing the tasks to be shared with 

designated colleagues.   

The Assign Users function can be used at any time to view, remove, or add users to your 

organisation.  When the page is loaded you will be presented with a list of the users currently 

assigned to the application. See Figure 9.  
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Figure 10:  Assign Users 

  

Adding a user 

Please note that adding a user to your organisation will also give them access to the data.  

• Click “Assign Users” in the side menu 

• Click the Add another link which will result in a new row being displayed 

 

• Add the details of the new user into these f ields, taking particular care to add the 

email address correctly. 

 

• Once you have completed the detail, click the Save button, and the new user(s) will 

be created. 

 

• An invitation will then be sent to the new users giving further instructions for how to 

complete their registration. 
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Adding a user note  

When adding a colleague as a user, it may be useful to provide a note or personal message 

to provide them with some context. 

 

To add a note: 

• Locate the user for whom you would like at add a note 

• Click the blue comment button  

• The add note popup is displayed 

 

 
 

• Add your note or message and click OK. 

• Finally, click the save button and an invitation will be sent which includes the new 

message. 

Deleting a user 

If an individual has left your organisation, you should remove their user account to revoke 

their access to the application. 

 

• Click the red cross button for the user you wish to remove. 

 
• Once clicked, the user details will change to highlight the item as tagged for deletion. 

 
• If you are sure you want to delete this user, click the “Save” button. 

• The page will reload, and the user should have been removed. 
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2.8 Download Templates 

 
Users can download the current template in the ‘Download’ tab. There are options to 

download this as: 

 

• Empty Template – Template with full drop-down list, including all courses, 

qualif ications, and Placement Provider organisations. 

• Custom Empty Template – Download a template with Education Provider’s 

preferred courses, qualifications, and employers.  The initial settings for this report 

are detected automatically but can be customised to exclude or include the required 

items. 

• Current Staged Data – Download all data that has been provided within the current 

collection. 

• Archived Data – Download archived data from earlier collections. 

Figure 11:  Customise template ‘’Download’ tab 

 

2.9 Customising your Templates 

 

When the collection is initiated for your organisation, eCollection prepopulates the template 

with the Course Title, Qualif ication and Organisation Names using previously provided data 

which has been validated.   

 

It is also possible to customise three areas, to remove any items that are no longer relevant 

or to include new ones.  For instance, your organisation may only provide nursing courses 

and other courses may not be applicable to your organisation.  By selecting on the data that 

is relevant to your organisation, it will make using the lists in the collection template easier to 

navigate. 
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Figure 12:  Customise template ‘’Course Title’ tab 

 

 

Items in this page will appear in one of three states. 

 

• Unselected.  These are valid courses, but they will not be included in your 

template.  The cross is to let you know it will not be included in your custom 

template.  Clicking on one of these will cause it to change colour to green and display 

a tick, signalling that it will be included in the custom template. 

 
• Selected.  Items that are green and display a tick, indicates that this is a valid course 

and will be included in the template.   

 
• Invalid courses.  If an unknown course or item has appeared in a previous collection 

it will be displayed in red.  While this will continue to be an invalid item, the system will 

allow upload but will ask you to map any invalid data to a correct course. 

Once all items have been updated, click ‘save’ to store the changes and the next time a 

custom template is downloaded it will include only the items selected in this page. 

 

• Select all – Select all items in the tab, which cause them to be selected. 

• Select Active – This will revert the selection to only show the items you have used 

previously. 

• Search – In some cases there is a lot of data in the page.  The option will f ilter the 

items to show only items with text matching search value.  Clear the text box to show 

all items. 
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2.10 Uploading Data  

 
In the first phase of the collection, Education Providers are asked to provide student data 

using a standardised format.  The core purpose of the Student Data Collection Tool is to 

facilitate the uploading, processing, validation and storing of data for later analysis at the end 

of the collection. 

 

2.11 Upload Templates 

 

The current upload template for SDCT can be found in the homepage in the downloads 

panel.  This template utilises rules and validation checks to ensure the quality of the 

uploaded data.  Please find below a link to the most up to date template:  

 

https://ecollection.hee.nhs.uk/SDCT/doc/hei_upload_template 

 

File versions 

The upload template may be updated between subsequent data collections. Please ensure 

you are using the current version of the file when completing your return.  

CQC Lookup file 

Please find below a link the CQC Lookup file:  

 

https://odsportal.digital.nhs.uk/Organisation/Search  

Template Lookups 

Some template fields utilise lookup values to validate the provided data.  These include: 

• Placement Providers 

• Qualif ication  

• Courses 

• Modes of Attendance 

The lookup data provided in the template is the product of a national project to standardise 

the naming conventions for these areas. 

 

It is expected that some of the detail you hold will not be referenced in the template lookup 

values.  There may be items where different naming conventions are used in the template to 

those you might use locally, for instance Adult Nursing vs Nursing Adult.  If this is the case, 

please try to ensure you have located the matching item in the template. 

 

Where there is not an applicable value in the lookup value list, you can enter your own value 

into the cell.  For instance, if a course you provide or placement provider you engage with is 

not listed, you will be able to provide an alternative free text value. 

This section applies only to Education Providers. 

https://odsportal.digital.nhs.uk/Organisation/Search
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In the current version of the tool, for some of the Lookup fields, we will allow validation errors 

to be ignored.  This will allow you to submit collections which include data HEE might have 

missed from the template.   

 

Any overridden Lookup values data will be reviewed by HEE to ensure the quality of the 

Lookup data.  Please ensure you have checked the existing lookup values before adding 

new ones as this could result in your return being rejected by HEE. 

2.12 Upload File 

Once you have completed filling your template file or files, use this section to upload your 

templates into SDCT. 

 

Figure 13:  Upload File Page 

 
To upload a file into SDCT: 

 

• Click “Upload File” in the side menu 

• The page will load as can be seen in Figure 12 

• Click the Browse button to select your file or drag a file into the box. 

• Click the Upload button to process your file. 

Once your file has uploaded you will be forwarded to the uploads page to view the monitor 

status of your upload. 

2.13 Uploads Summary 

The details of all f iles uploaded into SDCT for a submission are listed in this page. 

 

If you have overridden a Lookup field, a validation warning 

will be produced during upload. 
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Figure 14:  Uploads page 

 
 

To ensure the best performance at busy times, files uploaded into the SDCT are not 

processed immediately.  Instead, they are queued to be processed within a separate 

background task.  Typically, your file will be processed promptly but at times of high demand 

it may take a little longer to complete. 

Unrecognised organisations  

To support the capture of a broader range of NHS, non-NHS and PIVOs, additional validation 

features have been included to ensure the capture of accurate data.  

Where eCollection encounters unknown organisations during validation, it will search for 

organisations that match or are similar based on the data provided. 

To access the feature, click the Unrecognised Organisations option in the menu, where you 

will be presented with a page as follows. 

 

In many cases, eCollection will f ind a single exact match for the provided organisation.  

Where this is the case, it will automatically complete in any missing detail and allow 

validation. 

Where an exact match cannot be located, a set of suggestions are available for each 

organisation, each with their own ranking of confidence.  These are as follows: 
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Exact An exact match has been found for the provided organisation and 

postcode.  You will occasionally see these appear when more than one 

exact match is found. 

Exact Name The organisation’s name has matched exactly to one or more items in 

the database.  Please remember, unrelated organisations can share 

names.  Ensure you have selected the correct one. 

Exact 

Postcode 

The organisation name could not be matched but a number of 

organisations have been found with the same postcode.  Check through 

the list to ensure to ensure you have the correct name for the 

organisation. 

Similar Parts of the organisation name and postcode match those in the 

database.  Where this occurs, and a stronger match has not been found, 

eCollection will offer these as suggestions. 

Possible Where no other stronger matches are available, a looser or fuzzy search 

for matches is applied.  The results can be skewed by common words 

such as road and medical, simplifying the provided name will often yield 

better results. 

 

Accepting suggestions  

If you are satisfied the correct item is selected, click the tick button to confirm the update.   

If there are multiple rows affected with the same organisation, it will update them in all the 

rows in which they occur. 

If eCollection has not suggested the correct item, click the drop-down arrow to view the full 

list of suggestions enabling you to choose an alternative organisation.  

 

Once the organisation is selected, the tick button can be used to update the item(s) affected.  

Organisation is not listed 

If there is not a match available for the provided organisation you may find it is due to:  

• The organisation has changed their name 

• The organisation name has an incorrect spelling 

• The organisation is not listed in the eCollection database. 

 

Where this occurs, clicking the magnifying glass button will allow you to refine the 

organisation name to search alternative matches. 
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If you have determined that the specified organisation does not exist, leave it unchanged and 

the regional teams will review at a later point. 

Refreshing the page 

If you would like to check the progress of your upload(s), click the  button to reload the 
Uploads page content. 

Handing Multiple Files 

As it might not be convenient for you to provide the data in a single template file, the tool 

allows you and your colleagues to upload multiple files.  No limits are placed on the number 

of files you may upload.  Equally, if you wish to provide data for each tab in a file of its own, 

that is also possible. 

 

If any of the rows in subsequent file uploads duplicate previously uploaded values, you will 

be alerted to this by the eCollection tool.  

Statuses  

While your file is being processed, it will go through several stages to ensure the data is 

stored and validated. 

 

The status colours can be used as a guide: 

 

Red The file has encountered an error while processing.  In most cases these will be 

validation errors.  You will need to review the status error for more information. 

Amber SDCT is currently processing the file. No action necessary. 

Green Processing of the file has completed without any errors.  No action is necessary.  

 

Deleting an uploaded file 

If you have uploaded a file in error or you wish to re-import a file after amendments, the drop 

feature will enable you to remove the file and all the associated content from SDCT. 

To delete a file: 
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• Select Upload on the left menu. 

• Click the file you wish to remove. 

• You will then be taken to the file page. 

• Click the Drop file button and a confirmation dialog will pop up. 

• Click proceed to continue and the file will be dropped.   

 

Figure 15:  Downloading a file 

 
 

2.14 Processed Data 

 

Once your file has been processed, the content of the file is copied into our staging areas.  At 

this point, you can review your uploads and fix any validation issues raised during 

processing. 

 

Any fixes to the data can be made directly using these options.  Taking this approach there is 

no need to upload the file again unless that is your preference. 

 

Checking Uploaded Data (recommended) 

Currently the data is extracted from four of the tabs in your uploaded Excel template file(s).   

 

These are as follows and located in the side menu: 

1. Student Activity 

2. Salary Support Activity 

3. Placement Activity 

4. Optional Course Mapping 



 

Last updated June 2021 pg. 42 
 

Figure 16:  Placement Activity Editor 

The data displayed in each view will match the content in the associated tab from your data 

collection template. It is recommended that you check this data and fix any validation errors 

that have been raised, such as missing detail. 

Editing Uploaded Data 

Changing data is an easy to do task in the application.  Simply locate and click on the field 

you wish to update and make your amendments. 

 

Figure 17:  Modifying Placement Activity Course 

 
 

The SDCT data editor has built in validation to ensure any changes you make meet the 

expected data requirements.  For instance, a date column will always show you a calendar 

and a field with a set list of values will appear as a dropdown list.  As such, it will continue to 

enforce the rules imposed in the original Excel template. 
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When you have completed your changes, click the Save button and the data will be saved 

and revalidated. 

Fixing validation issues 

When a validation issue has occurred, the Errors button is displayed at the top of the viewer, 

as follows; . 

 

Clicking this button will f ilter out valid rows, showing only those with errors. 

 

Figure 18:  Filter showing only invalid rows 

 

 

Figure 19:  Lookup Placement Provider Name 

 

Where an unknown or missing organisation name is identif ied in the ‘Placement Provider 

Name’ field, select the cell and the following search function will appear.  Enter the name of 

the organisation in the search bar and select from the list of options. In the organisation 

search and upload features, you can also insert an Org Code.  A valid org code is a code 

that is included in the master repository that is used to inform this feature. In the Organisation 

name of an upload OR in a search on-screen, you may now use these interchangeably in the 

org name / org search fields.  Note - if an org code is provided in the upload file's org code 

column - this will be disregarded. 

 

If none of the listed options are suitable, leave it unchanged and the regional teams will 

review at a later point. 
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This data may be edited as described in the previous section.  With each change you make, 

the cell will turn green to highlight that the data needs to be saved. 

 

Figure 20:  Editing validation errors 

 

Once you have completed your changes, the content will revalidate, and the page will update 

to show the new changes. 

 

Figure 21:  Data after validation errors have been resolved. 
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Deleting rows 

If there are individual rows in your processed data that are duplicates or have been inserted 

in error, you can remove these individually. 

• Put the page in selection mode by clicking “Select…” 

• Click to toggle the rows you wish to delete.  

• Click the Delete button, then the rows colour will change to pink. 

 

• Finally, if you wish to proceed click the Save button. 

 

 

2.15 Confirming Placement Activity 

 

During the first phase of the collection process, Placement Activity data is collected from 

Education Providers. 

 

If you have selected items and no longer wish to delete, 

clicking the “Selected” button will cancel the deletion. 
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The submitted Education Provider placement data is initially checked by HEE, and then 

passed to placement providers (NHS Trusts) to confirm the report of the placement activity or 

provide an alternative account of the detail. 

 

 

Clicking the Confirm Placement Activity task on the side menu will display a table detailing 

the Education Providers, Courses and Hours. 

 

Figure 22:  Confirm placement activity page 

 

When clicking on ‘Awaiting Confirmation’ under the ‘Review and Confirm’ section on the 

eCollection platform, this page provides details of all placement activity across all Education 

Providers in one place.  The search function is enabled to find key words and a download 

function is also available.  Please note, all activity must be provided through this portal  as 

this will be the single record for making payments. 

 

Please check through each item to ensure the values appearing match your account of 

activity and where necessary provide your own report of the activity. 

Placement Activity Columns 

The information displayed in this page is a collated set of activity from all Education 

Providers. 

This section applies only to Placement Providers 
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There are two types of columns appearing in the table: read-only and editable.  

Read-only cells 

These cells are displayed with a grey background and clicking on them will do nothing. The 

data appearing in these cells are part of the Education Provider’s account and cannot be 

modified. 

 

Column Name/Title Description 

Education Provider The originating HEI or Education Provider providing 
the activity data. 

Course Title / Qualification The course title and qualif ication for the cohorts 
detailed in the activity data. 

Placement Provider Site The name of the site of location at which the 
placement activity is being undertaken 

Education Provider Year Hours 
Years 1 to 4  

These four fields provide the total hours for cohort 
groups across years 1 to 4. 

Education Provider Total Hours This is a calculated value for the totalled years 1 to 4 
hours. 

Editable cells 

These cells are displayed with a white or green background and clicking them will open an 

editor, which will enable you to add your own detail.  

 

In these cells, you can provide an alternative account for the placement hours across up to 4 

years. 

 

Column Name/Title Description 

Placement hours for Years 1 to 4 These four fields provide enable you to provide 

alternative values for years 1 to 4. 

Accept? A two option drop down list enabling your to 

manually Accept or Reject items. 

Comments Supporting comments and rationale for any rejected 

items. 

 

Accepting activity reported by Education Provider 

To avoid repetition when accepting individual rows, all items are marked to be accepted as 

default. Where any item is accepted, the hours specified by the Education Provider, for each 

year, is equal to the number of hours specified by the Placement Provider. 
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Green text in an editable cell indicates that your account of the placement activity agrees 

with the Education Provider’s account.  Where all hours match and no additional comments 

have been provided, the “Accept?” cell will automatically mark the cell with Accept.  

 

 
 

If a row has been marked as “Reject” accidentally, you can quickly and simply revert f igures 

by: 

• Clicking the cell marked “Reject” 

 

• When the dropdown editor is displayed, select Accept 

 

• Once selected, the activity will reset to the Education Provider’s figures 

 

• Finally, when you have completed your amendments, click the Save button and the 

changes will be saved. 

Rejecting activity reported by Education Provider 

Where the activity stated by the Education Provider does not match the activity you have 

captured, you can provide detail for the items that do not agree. 
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Red text in an editable cell indicates that you have provided a value which differs from the 

one supplied by the Education Provider.  Where this is the case, the “Accept?” cell will 

automatically be marked as “Reject”. 

 

Where possible, please try to provide some additional text in the comments cell to inform the 

Education Provider and HEE why you have challenged the account of activity.  This will help 

to expedite a resolution. 

 

If you are happy with all the data and no revisions are required, please click the grey ‘set 

submit’ button and then click save.  Once save has been clicked, the data will be visible to 

the Education Provider and HEE.   

 

If the majority of data is accepted but just a few will be rejected, still click the ‘set submit’ 

button and before pressing save, go to each line that needs rejecting and change the ‘yes’ to 

‘no’ as shown below: 
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If you have made an error, go to the ‘confirmed’ activity menu and make any changes, 

clicking save once completed.  If some of the data has been amended, this will then move to 

the ‘disputed’ section. 

 

Once you click save, the data will then move from ‘Awaiting Confirmation’ to ‘Confirmed’. 
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Similarly, if the data is rejected, it will move to the ‘Disputed’ area where it will be reviewed by 

the Education Provider and further action will be taken to resolve the dispute. 

 

If you feel that data is missing, click on the grey ‘add’ button.  This will reveal a new line that 

you will need to populate with the relevant information selected from the drop-down menu: 

 

 
 

Each white cell requires a value to be selected and the number of hours missing can then be 

added along with a comment. 
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Once completed, click save and the additional information will be available to the Education 

Provider and HEE.  The data will be reviewed by the Education Provider and it will sit in your 

awaiting acceptance view before being either accepted or rejected.  
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3 Trainee Nursing Associates (TNA) Data Collection 

Data will be collected aligned to the 3 collection points highlighted in Section 1.1 of this 

Guidance. TNA Apprenticeship data on student activity and employers and data for ‘Direct 

Entry’ courses, including placements, should be included in the June 2021 submission.  Data 

on placements for apprenticeships will not be required.  

 

Direct Entry 

Programmes 

UCAS listed programmes where students self-fund. Education Providers 

arrange the placements with employers and HEE pays placement tariff to the 

employers based on the placement data provided through the TNA collection. 

 

3.1 TNA Template  

 

Education Providers are asked to upload their completed TNA collection template, showing 

TNA data. The TNA template should be filled in to capture TNA programmes that 

commenced in the current reporting period (section 1.1). 

The TNA template largely replicates the Student Data Collection template, with changes to 

each worksheet specified below. 

Users can download the current template in the ‘Download’ tab (see section 2.8).  

3.2 ‘Student Activity’ 

This template is the same as the one used for the Student Data Collection (see Section 2.1 

of this Guidance) apart from the following two changes: 

 

The following column has been removed from the template: 

 

Qualification Removed No longer required 

 

The following column has been added: 

Programme Type Required Please add the programme 

• Apprenticeship  

• Direct Entry  

 

3.3 ‘Employer Details’.  

This template is the same as the one used for the ‘Salary Support Activity’ worksheet for the 

Student Data Collection (see Section 2.2 of this Guidance) apart from the following three 

changes.  Although salary support is not paid for the TNA course, this data facilitates 

payments to employers for apprenticeships.   

 

The following column has been removed from the template. 

Qualification Removed No longer required 

 

The following column has been added. 
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Programme Type Required Please add the programme 

• Apprenticeship  

• Direct Entry  

 

The ‘Seconded From’ column, has been re-labelled to ‘Name of Employer’. 

Name of Employer  Required  This will enable HEE to provide payments directly 

to the employer in a timely manner.   

 

When selecting an option for the list of values in the ‘Course Title’ column, there are three 

options available for consideration.  

Course Title  Required  

• Trainee Nursing Associate (TNA) 

• Trainee Nursing Associate (TNA - LD) - select 

this for those spending 50% or more of their 

time in Learning Disabilities4 

• Trainee Nursing Associate (TNA - SC) - (select 

this for those spending 50% or more of their 

time in Social Care5 

3.4 ‘Placement Activity’ 

This template is the same as the one used for the ‘Placement Activity’ worksheet for the 

Student Data Collection (see Section 2.3 of this Guidance). Please enter placement activity 

only for all direct entry programmes.   

3.5 Data Validation Process  

Following submission of data by Education Providers: 

• Placement Providers will be able to review and validate placement activity data within 

a four-week period. The screenshots provided for the SDCT in Section 2.4 of this 

Guidance are very similar for both Education Provider and Placement Provider and 

the process is to be followed in the same way. 

• Employers will be able to review and validate the apprenticeship student headcount 

within a four-week period.   

Employer and Placement Provider Data Validation Process: 
 

• Accept the data submitted by the Education Provider 

• Reject the data submitted by the Education Provider and add a comment confirming 

reason why it has been rejected. The Education Provider will then be notif ied of this 

data dispute. eCollection will issue ‘dispute notification’ emails to inform users when 

 
4 The TNA LD option should be selected for TNAs spending 50% or more of their time in Learning 
Disabilities (LD). Please note it is important this option is selected rather than ‘Trainee Nursing 
Associate (TNA)’, as the LD option attracts an enhanced payment to employers. Failure to select this 
option will lead to an incorrect payment. 
5 Please note it is important the Social Care (SC) option is selected rather than ‘Trainee Nursing 
Associate (TNA)’, for TNAs spending 50% or more of their time in a SC setting. This allows HEE to 
track the number of TNAs into SC as requested by the Department of Health and Social Care.  
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submitted data has been disputed (section 1.5 of this guidance pack). Users have the 

option to opt out of receiving these notifications.   

• Add data considered to be missing from the portal.  

• If amendments are required to the course option, you should use the ‘comment’ 

feature, to explain where this should be changed, and which is the appropriate course 

option. 

When logging in to the TNA portal the Employer Detail Validation for apprenticeships will 

appear in the menu on the left-hand side of the screen, beneath the Placement Activity 

section on the platform.   

 

 
Click on ‘Confirm Employer Detail’ underneath the ‘Employer Detail Validation’ menu and all 

the relevant information will be displayed as submitted by the Education Provider .  A drop-

down list will show all of the Education Providers that have TNAs from your organisation 

enrolled onto a TNA programme. 
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This shows all the activity in a collapsed view and provides a row count based on the 

Education Provider details, the course title, qualif ication, start date and student status.  To 

expand and to review the individual lines just click on the blue and white circle on the left-

hand side. 

 

By clicking on the blue and white circle, you are able to review the individual student status  

and if they have had a transfer in or out and their expected end date. 

 

To collapse the view, just re-click on the blue and white circle. 

 

To view each section individually just click the relevant blue and white circle – you can have 

as many expanded (or not) as you wish. 

 

 
 

The confirmation and acceptance process is the same as for the placement activity – section 

2.4 in the guidance.  Just remember that if you make any changes, you still need to click 

save before you exit the entire screen – the platform will not prompt you to save. 

 



 

Last updated June 2021 pg. 57 
 

  
 

The student status and name will be visible, if you need to reject some activity, you may 

select any line.  

  

  
 

Again, the ‘set submit’ button can be clicked to turn all data as accepted.  Once save is 

pressed, the data becomes available to the Education Provider and also HEE. 
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Click on the Add button on the right-hand corner if you need to add any data. 

 

  
 

When prompted to select a date, a calendar option pops up allowing the relevant date to be 

selected 
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Once completed, click save and the data becomes available to the Education Provider to 

review.  They will need to either ‘accept or ‘reject’ your additional data and depending on the 

action taken, the data will move to the relevant section on your left-hand menu. 

 

Contact information for your HEE Regional Team can be found in Section 5 of this document. 
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4 Adult IAPT Data Collection  

The Adult Improving Access to Psychological Therapies (IAPT) template remains open at all 

times and it enables the capture of starter information where there would otherwise be a 

significant delay if HEE has to wait until the next SDCT collection point. Education Providers 

are asked to provide information relating to courses which have started in months in which a 

Student Data Collection is not taking place (if applicable). The collection schedule is shown 

in section 1.3 of this guidance.  

The collection will work in conjunction with the main SDCT, aligned to but not duplicating so 

that in months where there is already a SDC point no stand-alone IAPT collection is required. 

Data provided in the IAPT template will also need to be included in the full SDCT submission 

three times a year, and subsequent learner progression tracked as normal through the 

SDCT. This information will enable focused oversight of IAPT training numbers at a regional 

and national level and underpin risk mitigation strategies to address any shortfall.  

 

4.1 Adult IAPT tool: Access  

 
The IAPT template is hosted in a separate area to the SDCT within the eCollection portal.  All 

new users will need to register via the invitation email.  Existing users of the SDCT and/or 

TNA will not need to re-register.  The IAPT collection will be available when you next login. 

Once registered, users with access to other collections within the tool can switch between 

collections as illustrated in Section 1.6 of this Guidance.   

 

The Adult IAPT template includes data fields that are already in the SDCT, no new 

information is required except for capturing the specific service, not just the employing 

organisation on the Salary Support Activity worksheet. The template only asks for a subset of 

the full SDCT template, focusing on numbers of starters and salary support information.  

 

4.2 ‘Student Activity’ Worksheet  

 

This worksheet will capture student activity for the specified periods. The cells in this 

worksheet have different parameters: Optional and Required. There are also some cells 

which automatically provide a calculation based on input to previous cells.  Please do not 

insert or leave any blank rows in between your data. Below is a list of the data fields required 

and their definitions.  
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Your Course title / 

code identifiers 

Required 

 

This is a free text field required for reporting. 

Education Providers to include a cohort unique 

identif ier, to allow HEE to link the data collections 

in a more robust way. 

Course Title 

 

Required 

 

Please add the course title* without abbreviations 

and without the level of qualif ication within the title 

– the level of qualif ication is specified in the 

‘Qualif ication’ column. 

Qualification  Required  Please add the qualif ication type, e.g. BSc. 

Mode of Attendance Required Full or part time 

Course Start Date Required To be entered as a date in the format dd/mm/yyyy 

Course End Date Required To be entered as a date in the format dd/mm/yyyy 

 

Region Required Please select the HEE region with which the 

Education Provider is aligned (select lead region 

where appropriate) 

Course Length in 

Months 

Calculated  This is a calculated field based on the dates 

entered in the Course Start Date cells and Course 

End Date cells. The Length of programme is shown 

in months. 

Planned Number to 

Start Cohort 

Required This cell can be completed where known up to 12 

months before the start date and can be adjusted 

up until the actual course start date. It must be 

completed at the point the cohort activity is first 

reported on, i.e. at the first collection point after the 

course has started, after which point it cannot be 

amended.  

Number Starting the 

Cohort 

Required Number of students who commenced on the 

programme as determined by the start date. 

This figure can be updated at the next collection 

point as it is recognised that it can fluctuate if 

students enrol late. 

 

4.3 ‘Salary Support’ Worksheet  

 

This worksheet will capture student level activity that attracts salary support financial 

payments to employers.  

 

Verification of the Student and Salary Support data will not be made by employers .  

Where HEE makes payments in respect of Salary Support and Tuition, there are other 

mechanisms through which organisations receiving this type of investment need to confirm 

the required data in order to support any payments made. 

 

The cells in this worksheet have different parameters:  Optional and Required. There are 

also some cells which automatically provide a calculation based on input to previous cells.  

Please do not insert or leave any blank rows in between your data. Below is a list of the data 

fields required and their definitions.  

 



 

Last updated June 2021 pg. 62 
 

Student Unique 

ID 
Required 

This is your unique identifier for this student and can be 

completed with a combination of numbers and letters. 

However, it is recommended that the University student 

ID is used for consistency and ease of identification.  

This unique identif ier must be unique to that student 

and cannot vary between data submissions.  If the 

student moves programmes or cohorts then the ID 

moves with them. 

Student 

Forename 
Required  

Please add the student forename to this cell.  If the 

name changes then please update, adding the old 

name in brackets.   

 

Student forename is an additional identif ier that will be 

used during the salary support payment cycle with 

employers.  Without this detail, there is a risk that 

incorrect payments may be made as employers may 

not recognise the Student ID. 

Student Surname Required  

Please add the student surname to this cell.  If the 

name changes then please update, adding the old 

name in brackets. 

 

Student surname is an additional identif ier that will be 

used during the salary support payment cycle with 

employers.  Without this detail, there is a risk that 

incorrect payments may be made as employers may 

not recognise the Student ID. 

Employer 

 
Required  

This will enable HEE to provide salary support 

payments directly to the employer in a timely manner.  

If incorrect information is added, then this will impact on 

payments being made.   

 

Please ensure the official Trust name is recorded, and 

for other employers, that the full name of the 

organisation and its location and postcode are 

provided.   

 

Where a CQC code is not available for to a new 

employer, please refer to Section 5 of this guidance for 

further details. 

Service (if 

applicable) 
Optional 

Please add the service area that the trainee is deployed 

in. We have included a pre-defined list services to the 

best of our knowledge, however there is also a free text 

option to add a service area if not captured in our 

lookup values table 

Your Course title / 

code identifiers 

Required 

 

This is a free text field required for reporting. Education 

Providers to include a cohort unique identifier, to allow 

HEE to link the data collections in a more robust way. 

Course title  Required  
Please add the course title without abbreviations and 

without the level of qualif ication within the title – the 
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type of qualif ication is specified in the ‘Qualif ication’ 

column. 

Qualification Required  Please add the type of qualif ication. 

Mode of 

Attendance 
Required  Full or part time. 

Course Start date  Required  To be entered as a date in the format dd/mm/yyyy 

Course End Date Required  To be entered as a date in the format dd/mm/yyyy 

Course Length in 

Months 

 

Calculated  

This is a calculated field based on the dates entered in 

the Course Start Date cells and Course End Date cells.  

The length of programme is shown in months.  
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5 Support Section 

5.1 Guidance Document  

 

The HEE eCollection Guidance Pack can be downloaded from the Homepage for each 

collection (see Section 1.2 of this Guidance). 

 

5.2 HEE Regional Team Support  

 

HEE Regional Teams will provide support to all organisations submitting or validating data. If 

this Guidance Pack does not answer any questions you may have, please email the HEE 

Regional Team for your primary region using the email address below: 

 

Health Education England Region  Mailbox 

Midlands 

East of England 

BI.ME@hee.nhs.uk  

London contractmonitoring.london@hee.nhs.uk  

North East and Yorkshire 

North West 

WPINorth@hee.nhs.uk  

South East 

South West 

HEData.South@hee.nhs.uk  

 

mailto:BI.ME@hee.nhs.uk
mailto:contractmonitoring.london@hee.nhs.uk
mailto:WPINorth@hee.nhs.uk
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