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Annual Programme Evaluation Guidance – Technical Annex 
 
This technical annex should be used to support the completion of the management 
information tables included in the appendix to the Annual Programme Evaluation. 
 
The data in Tables 2, 4 and 5 is broken down according to a student’s cohort.  A student’s 
cohort is defined according to 1) the academic year in which the student enters the 
programme and 2) the student’s mode of study.  A student’s cohort remains constant 
throughout his/her period of study at City regardless of whether a student defers or repeats a 
year for any reason.  As a result, it is possible for students from different cohorts to be 
studying together in any given year.  
 
Table 1: Admissions – Applications [report SAPE001_A in http://www.city.ac.uk/mirs] 
 

 Applications are categorised according to fee status.  An overall number of applications 

is also provided. 

 Not assigned means that the fee status has been left blank. 

 UK and EU students are combined because they are entitled to the same level of fees. 
 
Table 2: Admissions – Intake [report SAPE001_B in http://www.city.ac.uk/mirs] 
 

 Intake is categorised according to fee status.  An overall number for the intake is also 

provided. 

 In the SAP report, codes are used to denote a student’s mode of study and the month in 
which a student started on the programme.  The most common codes are AJ [full time, 
September start] and BJ [part time, September start].  Where programmes have students 
on different modes of study and/or different start months, additional rows should be 
added to the table and information provided on the mode of study and start month for 
that cohort.  A list of the codes for alternative modes of study and start months is 
provided at the end of this guidance. 

 Transfer students (T) and Provisional students (P) are excluded from this table. 

 Insert rows for other cohorts into the table if relevant (e.g. students from a previous 
cohort who deferred prior to starting the programme). Where such rows are inserted, 
provide information on the year of entry and the mode of study/start month. 

 Delete any rows for cohorts/modes of study that are not relevant (e.g. where no students 
have entered from those cohorts/modes of study). 

 
Table 3: Admissions – Qualification on Entry [report SAPE003 in http://city.ac.uk/mirs] 
 

 New students are categorised according to the highest qualification they gained prior to 

entry to City. 

 The most common qualifications are listed – additional qualification types should be 
inserted if required or, alternatively, these can be amalgamated into the ‘other’ column. 

 The Undergraduate table or the Postgraduate table should be deleted depending on 
which is relevant for the programme in question. 

 Withdrawn (W), Transferred (T), Dormant (DO), Completed (N), Suspended (S) and 
Current (C) students are included. 

 Provisional (P) students are excluded. 
 
Table 4: Progression between Parts [report SAPE006 in http://www.city.ac.uk/mirs] 
 

 Information is provided on the number of students who progress between the different 

parts of a programme, at first attempt and then following resits 

http://www.city.ac.uk/mirs
http://www.city.ac.uk/mirs
http://city.ac.uk/mirs
http://www.city.ac.uk/mirs
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 Programme teams can  

o run the reports capturing data on progression at first attempt once the results of the 

Assessment Board have been inputted into SITS, and run a separate report capturing 

data on progression after resits once the results of the Resit Assessment Board have 

been inputted into SITS; OR  

o run a report capturing both sets of data once the results of the Resit Assessment 

Board have been inputted into SITS. 

 In the SAP report, codes are used to denote a student’s mode of study and the month in 
which a student started on the programme.  The most common codes are AJ [full time, 
September start] and BJ [part time, September start].  Where programmes have students 
on different modes of study and/or different start months, additional rows should be 
added to the table and information provided on the mode of study and start month for 
that cohort.  A list of the codes for alternative modes of study and start months is 
provided at the end of the guidance. 

 The rows for the cohorts where a student has not had to defer/repeat a year are in 

normal text; those for other cohorts are in italics. 

 Insert rows for other cohorts/modes of study/start months into the table if relevant (e.g. 

where students from a previous cohort have been required to repeat a year, or have 

deferred, or where there are part time students). Where such rows are inserted, provide 

information on the year of entry and the mode of study/start month of the student(s) in 

question. 

 Delete any rows for cohorts/modes of study that are not relevant (e.g. if there are no 

students repeating a year from previous cohort). 

 
Table 5: Degree class distribution [report SAPE007 in http://www.city.ac.uk/mirs] 
 

 Information is provided on students’ degree classifications. 

 The Undergraduate table or the Postgraduate table should be deleted depending on 
which is relevant for the programme in question.  The Undergraduate table is based on a 
three year programme –the cohorts listed should be amended as required for four or two 
year programmes.  

 The SAP report should be filtered or drilled down to isolate and identify the particular 
programme, route or cohort required. 

 In the SAP report, codes are used to denote a student’s mode of study and the month in 
which a student started on the programme.  The most common codes are AJ [full time, 
September start] and BJ [part time, September start].  Where programmes have students 
on different modes of study and/or different start months, additional rows should be 
added to the table and information provided on the mode of study and start month for 
that cohort.  A list of the codes for alternative modes of study and start months is 
provided at the end of the guidance. 

 The rows for the cohorts where a student has not had to defer/repeat a year are in 
normal text; those for other cohorts are in italics. 

 Insert rows for other cohorts/modes of study into the table if relevant (e.g. where 
students from a previous cohort have been required to repeat a year, or have deferred, 
or where there are part time students). Where such rows are inserted, provide 
information on the year of entry and the mode of study of the student(s) in question. 

 Delete any rows for cohorts/modes of study/start months that are not relevant (e.g. if 
there are no students repeating a year from previous cohort). 

 For those programmes with professional accreditation attached, award of a lower 
qualification may also mean that the award title of the student is different from that of the 

http://www.city.ac.uk/mirs
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original qualification.  In these cases data will not appear for those students and a 
separate report using the new award code will need to be produced. 

 
Table 6: Reasons for withdrawal/transfer [report SAPE008 in http://www.city.ac.uk/mirs] 
 

 Information is categorised according to the reasons students withdraw or transfer from a 

programme, broken down according to the year in which the student is studying and the 

year of study 

 In the SAP report, years of study are described using codes – 11 = Part I; 21 = Part II; 31 
= Part III. 

 The SAP report should be filtered or drilled down to isolate and identify the particular 
programme, route or year of study required. 

 The possible list of reasons for withdrawal or transfer is long.  Delete any rows in which 
no data is returned. 

 
Table 7: Graduate destinations  
 
The Destinations survey is undertaken by all universities in the UK and is regulated by 
HESA.  The survey is undertaken in two stages to ensure that graduates are contacted 
approximately six months after completion/exit from their courses; for example: 

 Graduates finishing between 1st August – 31st December 2011 are surveyed in April 
through to June 2012. 

 Graduates finishing between 1st January – 31st July 2012 are survey in January 
through to March 2013. 

Data from both stages is then validated and sent to HESA who also perform their own 
validation procedures. This happens between late March and early May.  In Early May, after 
HESA sets the data as credible, the Vice-Chancellor is given a summary of the data and he 
signs the data off. 

From May-July 2013 detailed university and school reports are produced with statistics for all 
courses and published both in the Careers Website: http://www.city.ac.uk/careers/for-
students-and-recent-graduates/destinations-of-city-graduates and in more detail in the 
SharePoint site: https://cityuni.sharepoint.com/teams/Destinations/SitePages/Home.aspx  

The latest reports for each school are made available in July each year. There is a lag from 
graduation to collection for, for example, for the 2011/12 cohort of graduating students the 
reports were published in July 2013. 

Staff members who want to view detailed reports can access the SharePoint site above (see 
below for access details). These staff members are emailed each year as soon as the 
reports are published. We are always happy to add more members of staff to the site. 

Members of staff who have already been granted access to the site only need to have 
bookmarked the link, and on accessing it, enter their email address and tab, followed by 
entering their normal staff logging details when prompted. Then they’re directed to the main 
page of the site where the Destinations reports are organised in yearly folders. 

Members of staff who have not been granted access previously can either contact 
David Mallo—Ferrer (david.mallo-ferrer.1@city.ac.uk) directly to be added, or go to the 
link, enter their email address, tab and then enter their staff logging details to be 
presented with a page where they can click to request access. They will be granted 
access within one working day. 

 

http://www.city.ac.uk/mirs
http://www.city.ac.uk/careers/for-students-and-recent-graduates/destinations-of-city-graduates
http://www.city.ac.uk/careers/for-students-and-recent-graduates/destinations-of-city-graduates
https://cityuni.sharepoint.com/teams/Destinations/SitePages/Home.aspx
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The reports on the site are on PDF format and staff members can print or email the reports 
to other members of staff who haven’t got access to the site. 

Destinations Interactive is another reporting tool maintained by the Careers Group on our 
behalf. Staff can access it via the link: https://di2.graduatedestinations.co.uk/city.aspx and 
entering these credentials: 

 
Username: academicdlhe 
Password: 1academic9 
 
On the help section of Destinations Interactive there are five short videos explaining how to 
use the website, but failing this staff members can contact David Mallo-Ferrr directly to show 
them how it works. Destinations Interactive allows the creation of some reports that do not 
feature on the SharePoint reports, like national statistics by subject, destinations data by 
route, etc. 
 
NB: the table below provides a list of the codes used in SITS to describe modes of study and 
start months for student cohorts.  For example, a student starting full time in September has 
a code of AJ whilst a student starting a modular programme in January has a code of EA. 
 
First Character Second Character 

A Full Time (FT) A January 

B Part Time(PT) B February 

C Distance Full Time (DF) C March 

D Distance Part Time (DP) D April 

E Modular (MM) E May 

F Thick Sandwich (TS) F June 

G Professional Pathway (PP) G July 

H Overseas Institution Full Time H August 

J Overseas Institution Part Time  J September/October 

   K November 

  L December 

 
 

https://di2.graduatedestinations.co.uk/city.aspx
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SAP REPORTS GUIDANCE 
 
This guidance has been developed in order to support SAP users in producing MI data for 
APE reports.  In order for users to access SAP they must have undertaken the training 
provided by the IT Training Department. 
 
To access the SAP reports you should go to the City website and enter the address 
http://www.city.ac.uk/mirs. 
 
This screen will appear 

 
 
Enter your SAP user name and password.  
Please note only staff members who have attended the SAP training through IT will be given 
an access password.  In order to access the IT Training go to http://www.city.ac.uk/ittraining/  
 

http://www.city.ac.uk/mirs
http://www.city.ac.uk/ittraining/
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Once you have entered your password this screen will appear: 
 

 
 

 
 
 

Click on the down 
arrow to expand the 
menu 

 

Click on the arrow next to 
APE reports then, select 
the table you want from 
the menu. 
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Once you have selected the report you want from the menu a screen like this will appear: 
 

 
 
 
 
 
 
 
 

Complete these boxes with the 
relevant information. 

To add another 
variable e.g. 
another cohort 
use Insert Row 

If you are unsure of the 
variable you want to 
enter, click the selection 
box to bring up a list 



9 
 

The screen should then look something like this: 
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Once you have completed all the Variables click  and the table you requested 
will appear on the next screen: 

 

Once you have the table correct click this will transfer the data to an Excel 
spreadsheet ready for printing.  Once you have exported the table to Excel you will no longer 
be able to change any of the variables (student cohort, award status etc) in the table. 
 
 

 

To view breakdown of students into 
cohorts click the “drill down in rows” 
button. 
Any variable (such as route code, 
ethnic origin etc) can be added to 
the rows using this function. 

To add a variable (such as student 
award or nationality) to a column 
click the “drill down columns” button 


