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1. Overview 
Each Victorian student will be issued with a unique student identifier, to 
be known as the Victorian Student Number (VSN). 

The Victorian Student Register (VSR) has been established through 
legislation to maintain a central registry of Victorian students.  The 
registry maintains basic and minimalist identifying information relating 
to a student including: VSN, name, date-of-birth, and gender, as well 
as enrolment information for each school that the student attends 
including provider number, enrolment date and exit date.   

It is a legislated requirement for schools to notify the VSR of student 
enrolment information including enrolment, exit, change of details and 
enrolment cancellation. 

Once fully implemented, the VSN will be allocated to students at the 
first point of enrolment within the Victorian education sector.  

The purpose of this document is to provide business managers and 
school staff at Victorian non-government schools with the necessary 
guidelines that explain the: 
• notification processes to be followed to meet their VSN notification 

obligations, and 
• standards for entering students’ identifying information.  

 

Additional Information referred to in this document includes: 
• VSN Implementation Guide for Non Government Schools – a guide 

for non-government schools that outlines how to prepare for the 
implementation of the VSN and the implementation steps.  The guide 
also outlines the methods available for interacting with the VSR and 
how to determine the most appropriate method for a particular 
school.   

• Victorian Student Register System User Guide For Provider users - 
Manual data entry – the user guide for the VSR web interface.  

• Integrated student management system documentation – the user 
guides or help documentation relating to student management 
systems that have been modified to integrate to the VSR and that 
have successfully completed the VSR Acceptance test.  This 
information is supplied by the vendors or software developers 
responsible for developing the integrated student management 
systems. 

 

Privacy guidelines for schools 
An amendment to the Education and Training Reform Act was 
introduced in 2008 to support the introduction of the Victorian Student 
Number (VSN). In general, the legislation prescribes the purposes for 
which the VSN may be used, and places some restrictions on access 
to and disclosure of VSNs and related student information (e.g. student 
name, date of birth etc.).  

In general, disclosure of a student’s name and the associated VSN 
should be restricted to that student and that student’s parents or 
guardians, within the boundaries of normal student information 
disclosure. For example, if there is a court order in place that disallows 
one or more parents, or other interested parties, access to a student’s 
records, then similar restrictions must be applied to the student’s VSN. 
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Disclosure of a student’s name and associated VSN to parties other 
than the student or parent should be avoided. For example, including 
the VSN on student identity cards is not permitted. Similarly, if lists of 
students, including class rolls, are produced for any purpose other than 
verifying VSN data with the VSR team, then the students’ VSNs should 
not be included. 
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2. School Processes to support 
the VSN 

This section outlines the school processes required to meet VSN 
related notification requirements.  It describes the different interaction 
methods with the VSR and outlines how schools would fulfil their 
notification obligation under each of the methods.  

The following school administration processes are impacted by the 
VSN related notification requirements: 

o Student Enrolment and Transfers 

o Change to Student Details 

o Student Exit/Transfer 

o Student Enrolment Cancellation 

o Communicating the VSN to Students and Parents 
 

Non-government schools can interact with the Victorian Student 
Register using one of the following methods: 
• Integrated student management system –a student management 

system that has in-built support for the Victorian Student Number 
and is integrated to the VSR to automate the required notifications.  
Integrated student management systems use an automated VSR 
interface and have passed a VSR Assurance Test administered by 
the DEECD to demonstrate that they perform the required 
notifications.    

• Online data entry – The VSR provides web interface data entry 
pages to enable entry of student details. Each type of notification: 
Enrolment, Change Details, Exit and Cancellation of Enrolment can 
be made online. Schools using the approach should refer to the VSR 
Victorian Student Register System User Guide For Provider users - 
Manual data entry for further information.  

 

Schools are advised to consult the VSN Implementation Guide for Non 
Government Schools for further information on how to determine their 
appropriate interaction method. 

Student Enrolment and Transfers 
The Victorian Student Register expects notification of student 
enrolment, including the date of enrolment.  The date of enrolment is 
the first date of the student’s attendance at the school.  When a 
student enrols at a Victorian school for the first time (as opposed to 
transfers from another Victorian school) the VSR will register the 
student with their identifying information, create a new VSN and create 
an enrolment record for the student at the school that is enrolling the 
student. 

For the student’s subsequent transfers, the VSR will use the student’s 
VSN and identifying information to verify the student’s identity after 
which it will create a new enrolment record for the student at the new 
school.  Where a student has misplaced their VSN, the VSR will 
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attempt to retrieve the VSN using strict matching rules and enrol the 
student. 

 
There are 3 possible enrolment scenarios.  

1. Student’s first enrolment at a Victorian school 

2. Student has a VSN, but the VSN is not available 

3. Student provides their VSN 
 

Scenario 1: Student’s first enrolment at a Victorian School 
Students enrolling for the first time at a Victorian School will not have 
been issued with a VSN.  Once all schools have the VSN 
implemented, this will typically only include students enrolling for prep, 
students coming from interstate or overseas. 

During the VSN implementation period (i.e. Terms 3 and 4, 2009), any 
student arriving at your school that is transitioning from a school that 
has not been implemented should also be enrolled as a ‘first enrolment 
at a Victorian School’ to ensure that they are issued with a VSN.  You 
may need to contact the student’s prior school to ascertain their 
implementation status.   

Schools using an integrated student management system will use 
that system to enrol the student in the usual manner and indicate that 
the student is a NEW student for the purposes of the VSN and has not 
previously been issued with a VSN.  The student management system 
will automatically notify the VSR of the enrolment and process the 
returned VSN information from the VSR, and link the VSN to the 
student’s record.  Schools using this approach should refer to their 
student management system’s user and help documentation for further 
information. 

Schools using online data entry will need to log on to the VSR web 
interface to enter the enrolling student’s details and upon successfully 
processing the enrolment, the VSR will return a VSN for the student. 
Schools using this approach should refer to the Victorian Student 
Register System User Guide For Provider users - Manual data entry 
for further information.  

 

Scenario 2: Student has VSN, but VSN is unknown OR VSN 
status is unknown 
In general, students that enrol at your school who are transferring from 
another Victorian school and do not know their VSN fall into this 
category. 

For example, grade 6 students transitioning to secondary school.   

If a student enrols at your school during the VSN Implementation 
period i.e. Terms 3 and 4, 2009, and attends during 2009, schools are 
asked to contact the student’s previous school to ascertain their VSN 
implementation status.  If this is impractical or you are still unsure of 
the VSN or VSN implementation status of the previous school, then 
enrol the student in this category. 

 

For Schools using an integrated student management system, 
complete the data entry in your system as per usual and indicate that 
the VSN is Unknown.  The student management system will 
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automatically notify the VSR.  Where the VSR is able to find a single 
exact match with the student’s identifying details, the VSN will be 
returned and allocated to the student’s record in the school’s student 
management system.  If a single exact match cannot be found, an 
exception is raised and a VSR Team member will contact the school to 
resolve the exception. Schools using this approach should refer to their 
student management system’s user and help documentation for further 
information.   

Please note:  During the VSN Implementation period (Terms 3 and 4, 
2009) Students transferring from another Victorian school to your 
school for attendance next year or further in the future, may not know 
their VSN (because their current school has not yet been implemented 
for the VSN).  You should also enter these future students with a VSN 
status of Unknown. 

 

Schools using online data entry to enter a student’s details will need 
to set the indicator that the student has/may have previously been 
issued a VSN.  If the VSR is able to identify a single exact match for 
the enrolling student’s details, the VSR will return the VSN for the 
student. If a single exact match cannot be found for a student, an 
exception is raised and a VSR Team member will contact the school to 
resolve the exception. Schools using this approach should refer to the 
Victorian Student Register System User Guide For Provider users - 
Manual data entry for further information. 

 

Scenario 3: Student provides their VSN on the enrolment form 
A student that presents with a VSN Notification or other communication 
that contains their VSN is covered by this scenario. 

 

Schools using an integrated student management system should 
enter the provided VSN into the student management system with the 
student’s other enrolment details. The student management system 
will automatically notify the enrolment information to the VSR.  The 
VSR will verify the VSN and identifying details against the registered 
information. Where the VSR is unable to verify the information, an 
exception will be raised and a VSR Team member would contact the 
school to follow up. Schools using an integrated student management 
system should refer to their student management system user and 
help documentation for further information. 

Schools using online data entry to enter a student’s details will need 
to provide the student’s VSN.  The VSR will verify the VSN and 
identifying details against the registered information.  Where the VSR 
is unable to verify the information, an exception will be raised and a 
VSR Team member will contact the school to resolve the exception. 
Schools using this approach should refer to the Victorian Student 
Register System User Guide For Provider users - Manual data entry 
for further information.   

Change to Student Details 
The VSR requires notification of changes or corrections to student 
identifying details (name, gender, date of birth) to ensure accuracy of 
enrolment records.  

7 Victorian Student Number
 



 

Schools are advised that any changes/corrections to the date of birth 
or gender will require documentary evidence in the form of a copy of 
the student’s birth certificate or enrolment form.  The VSN 
Implementation team will contact schools that submit changes to a 
student’s date of birth or gender and request the documents to be sent 
to our dedicated fax number (03) 9651 0218 or via scanning and email 
to Victorian.student.register@edumail.vic.gov.au. 

Schools using an integrated student management system should 
make the updates to the student’s information in the student 
management system, in the usual manner. The student management 
system will automatically notify the changes to the VSR.  The VSR will 
verify the VSN and original identifying details against the registered 
information. If the VSN is verified successfully, the student’s registered 
information is updated.  Where the VSR is unable to verify the 
information, an exception will be raised and a VSR Team member will 
contact the school to resolve the exception. Schools using an 
integrated student management system should refer to their student 
management system’s user and help documentation for further 
information. 

Schools using online data entry will need to provide the student’s 
VSN, original identifying details and updated details.  The VSR will 
verify the VSN and original identifying details against the registered 
information. If the VSN is verified successfully, the student’s registered 
information is updated.  Where the VSR is unable to verify the 
information, an exception will be raised and a VSR Team member will 
contact the school to resolve the exception. Schools using this 
approach should refer to the Victorian Student Register System User 
Guide For Provider users - Manual data entry for further information.   

Student Exit/Transfer 
The VSR requires notification when a student leaves the school, 
including the exit date of the student.  Where the exit is due to the 
death of a student, an additional ‘deceased’ indicator should be set.  
The exit date is the date that the student last attended the school.  The 
VSR expects that the exit date represents the last date of attendance 
and is able to accept exit dates up to 1 month in the future. 

If a student is transferring to another school, schools should provide 
the student/parent with a VSN notification report which the student can 
use as part of their enrolment at the new school.  During the VSN 
Implementation period, your school may also be contacted by the 
student’s new school to confirm your VSN status and the student’s 
VSN. 

Schools using an integrated student management system should 
exit the student using the exit/transfer functionality in the student 
management system. The student management system will 
automatically notify the exit, including the exit date changes to the 
VSR.  The VSR will verify the VSN and identifying details against the 
registered information. If the VSN is verified successfully, the student’s 
exit is recorded.  Where the VSR is unable to verify the information, an 
exception will be raised and a VSR Team member will contact the 
school to resolve the exception. Schools using an integrated student 
management system should refer to their student management system 
user and help documentation for further information. 

Schools using online data entry will need to provide the student’s 
VSN, identifying details, exit date and deceased indicator where 
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applicable.  The VSR will verify the VSN and identifying details against 
the registered information. If the VSN is verified successfully, the 
student’s exit and exit date are recorded.  Where the VSR is unable to 
verify the information, an exception will be raised and a VSR Team 
member will contact the school to resolve the exception. Schools using 
this approach should refer to the Victorian Student Register System 
User Guide For Provider users - Manual data entry for further 
information.   

Student Enrolment Cancellation 
In some instances (depending on the school processes or student 
management systems used), a student may be enrolled at a school 
(and the enrolment is notified to the VSR), but never attends the 
school, requiring the enrolment to be cancelled. The VSR requires 
notification when an enrolment is cancelled if the enrolment was 
previously notified. 

Schools using an integrated student management system should 
cancel the student’s enrolment using the student management system. 
The student management system will automatically notify the 
enrolment cancellation to the VSR.  The VSR will verify the student’s 
VSN and identifying details against the registered information. If the 
VSN is verified successfully, the student’s enrolment cancellation is 
processed.  If the VSR is unable to verify the information, an exception 
will be raised and a VSR Team member will contact the school to 
resolve the exception. Schools using an integrated student 
management system should refer to their student management system 
user and help documentation for further information. 

Schools using online data entry will need to provide the student’s 
VSN and identifying details.  The VSR will verify the VSN and 
identifying details against the registered information. If the VSN is 
verified successfully, the student enrolment cancellation is processed.  
Where the VSR is unable to verify the information, an exception will be 
raised and a VSR Team member will contact the school to resolve the 
exception. Schools using this approach should refer to the Victorian 
Student Register System User Guide For Provider users - Manual data 
entry for further information.   

Communicating the VSN to Students and 
Parents 
The actual VSN will need to be communicated to students and parents 
to enable them to complete future enrolments.  The Department 
recommends that the following notifications and communications with 
parents are created or amended to include the: 
• Student enrolment details confirmation – report that confirms the 

recorded details of the student at a school. 
• Student Transfer/Exit Notification 
• Student VSN Notification – report that provides parents or students 

with the information that was notified by the school to the VSR.  
• Student Report Card 
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3. Importance of Data Quality 
The VSR is a central database that maintains identifying information 
for each Victorian student. It is critical that the information is accurate 
to ensure that student information is matched correctly when a student 
transitions between schools and subsequent education providers. 

The main consequence of providing inaccurate data to the VSR is that 
the VSR student identification and matching process will fail, resulting 
in an ‘exception’.  Exceptions are managed by the central VSR Team, 
who will contact schools to resolve the problem.    

The following identifying student information is maintained by the VSR: 

o First name 

o Surname 

o Date of Birth 

o Gender 

o VSN 
 

To reduce data quality related exceptions, schools are asked to follow 
data entry conventions when entering students’ identifying information. 

Conventions for entering FIRST NAME 
The VSR expects the student’s first name to be their legal first name. 

1. Where a student is enrolling for the first time at a Victorian 
School (e.g. student enrolling in prep or student enrolling from 
interstate), the first name should be obtained from official 
documentation as appropriate – including a student’s birth 
certificate, passport, travel documents or other official 
document such as a court order or adoption report. 

2. Where a student is transferring from another school (e.g. 
grade 6 student transferring to secondary college, or primary 
student transferring to another primary school), the first 
name should be obtained from the transferring school by 
obtaining a transfer note.  If this documentation is not 
available, schools should obtain the first name from official 
documentation as per point 1. 

3. It is important that no additional information or indicators be 
used as part of the first name. 

4. Where students only have a single name, the name provided 
should be repeated in both the first given name and surname 
fields. 

5. Multiple first names should be separated by either: 

a.  a single space or 

b.  hyphen without leading or trailing spaces 

Separation of the names should be based on that in the 
official documentation or enrolment form to ensure a high 
level of consistency between enrolments. 

Importance of Data Quality 10
 



 

6. Preferred names should not be included in the first given 
name field. 

7. Middle names should not be included in the first given name 
field. 

 

Examples 
 

Each of the following represents a valid first name: 

Amanda 

John Paul 

John-Paul 

James Stephen 

Paula Michelle Jane 

 

The following represent invalid first names: 

Amanda (1234) 

Reason: First name contains reference information (numbers and 
brackets) 

 
Amanda (Mandy)   

Reason: First name contains preferred name 

 
Frederick*******  

Reason: First name contains indicator information (asterisks) 

 
John  Paul  

Reason: Double space between multiple first names 

 
John – Paul  

Reason: Space before and after hyphen 

 
ZZPaul   

Reason: Name contains indicator information (ZZ) 

Conventions for entering SURNAME 
The VSR expects the student’s surname to be their legal surname. 

1. Where a student is enrolling for the first time at a Victorian 
School (e.g. student enrolling in prep or student enrolling from 
interstate), the surname should be obtained from official 
documentation as appropriate – including student’s birth 
certificate, passport, travel documents or other official 
document such as court order or adoption report. 

2. Where a student is transferring from another school (e.g. 
grade 6 student transferring to secondary college, or primary 
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student transferring to another primary school), the surname 
should be obtained from the transferring school by obtaining a 
transfer note.  If this documentation is not available, schools 
should obtain the first name from official documentation as 
per point 1. 

3. It is important that no additional information or indicators be 
used as part of the surname. 

4. Where students only have a single name, the name provided 
should be repeated in both the first given name and surname 
fields. 

5. Multiple surnames should be separated by either: 

a.  a single space or 

b.  hyphen without leading or trailing spaces 

6. Middle names should not be included in the surname field.   

7. Preferred names should not be included in the surname.  
Instead preferred names should be in the preferred name 
field. 

8. Take care with common variants – e.g. Mac or Mc and 
apostrophes.  

a. Take special care when entering names beginning 
with Mc, Mc’ or Mac, like McDonald, Mc Donald, 
MacDonald, Mac Donald. Our research shows that 
only about 5% of names beginning with “Mc” have a 
space after the Mc, and very few “Mac” names have 
a space after the Mac. 

b. Take special care when entering names with 
apostrophes such as O’Neill. In nearly all cases, the 
name should not have spaces between the 
apostrophe and letters e.g. O’Neill or O’Reilly.  Our 
research also shows that the spelling O Neil (i.e. 
without apostrophe) is a spelling mistake and should 
actually contain an apostrophe. 

 
Examples 
Each of the following represents a valid surname: 

Smith 

Petersen-Smith 

Drummond Smith 

 

The following represent invalid surnames: 

Smith (1234)  

Reason: Name contains reference information (numbers and brackets) 

 

Smith-Petersen (Smith)  
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Reason: Name contains additional information (numbers and 
brackets) 

 

Drummond******* 

Reason: Name contains indicator information (asterisks) 

 

ZZPetersen-Smith 

Reason: Name contains indicator information (ZZ) 

 

Drummond – Smith  

Reason: Space before hyphen 

 

ZZSmith   

Reason: Name contains indicator information (ZZ) 

 

Smith/Petersen   

Reason:  Name should be separated by hyphens or spaces (/). 

Conventions for entering DATE OF BIRTH 
The VSR expects the date of birth of each student in the following 
format: DD/MM/YYYY 

1. Where a student is enrolling for the first time at a Victorian 
School (e.g. student enrolling in prep or student enrolling from 
interstate), the date of birth should be obtained from official 
documentation as appropriate – including student’s birth 
certificate, passport or other official document such as court 
order, doctor’s assessment or adoption report. 

2. Where a student is transferring from another school (e.g. 
grade 6 student transferring to secondary college, or primary 
student transferring to another primary school), the date of 
birth should be obtained from the transferring school by 
obtaining a transfer note.  If this documentation is not 
available, schools should obtain the first name from official 
documentation as per point 1.Take extra care when entering 
date of birth information from overseas students. A common 
mistake is to transpose DD/MM (days and months). 

Conventions for entering GENDER 
The VSR expects the gender of the student as part of the identifying 
information.  Gender can be M (male) or F (female).   

Conventions for entering the VSN 
The VSN is a 9 digit number which contains an internal ‘check-digit’ for 
validation. 
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Where schools use an integrated student management system, the 
entered VSN will be validated by the integrated student management 
system according to the check-digit calculation rules.   

Schools using online data entry will provide the student’s VSN and 
identifying details.  The VSR will verify the VSN and provide the check-
digit validation at the point of data entry. Schools using this approach 
should refer to the Victorian Student Register System User Guide For 
Provider users - Manual data entry for further information.   
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4. VSN Support Contacts 

VSN Implementation team via DEECD 
Service Desk 
1800 641 943 and then select options (4) School Technical Support, 
then (4) Software. 

Parent Enquiries 
Email: Victorian.student.register@edumail.vic.gov.au 

VSN Website 
www.education.vic.gov.au/management/governance/vsn/default.htm 

mailto:Victorian.student.register@edumail.vic.gov.au
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