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Section 1: Introducing the ILR

The Individualised Learner Record or ILR as it is usually known, is a collection of data about
learners and their learning that is requested from learning providers in the FE system by the
information authority. The data collected is used by organisations in the FE system to ensure
that public money is being spent in line with government targets for quality and value-for-
money, for future planning, and to make the case for the sector in seeking further funding. It
is also used to calculate funding due to the provider, and for equality and diversity
monitoring.

The FE system includes Further Education Colleges, former External Institutions, Sixth Form
Colleges, Independent Learning Providers, Local Authorities and Voluntary and Community
Organisations. The ILR Specification defines which data is collected for each academic year
from 1 August — 31 July.

ILR returns are required from providers who receive funding directly from the Skills Funding
Agency, Local authorities or the Young Peoples Learning Agency (YPLA)

The ILR is collected from providers that are in receipt of any of the following types of funding:
16-18 Learner Responsive, Adult Learner Responsive, Employer Responsive or Adult
Safeguarded Learning (ASL); and from providers funded by European Social Funds (ESF)
co-financed by the Skills Funding Agency.

Data about learners funded from different funding streams is collected in different ILR
returns. Further information about the other ILR return types is available on the information
authority website at: http://www.theia.org.uk/downloads/ilrdocuments/ . There is a separate
provider support manual published for each type of ILR return.

This manual contains advice and guidance for providers making European Social Funds —
Short Record (ESF SR) returns during the 2009/10 academic year.

About the information authority

The information authority was established as an independent body in October 2006 to set
and regulate data and collection standards for all organisations involved in further education
and training.

The data standards and specification of the ILR are owned and governed by the information
authority, and any changes to the data collected in the ILR or collection arrangements must
be approved by the information authority board.

About The Data Service
The ILR is collected from FE providers by the Data Service.

The Data Service has been established as the single authoritative source of data for post-16
further education, with sole responsibility for its collection and dissemination.

Further information about the Data Service can be obtained at: www.thedataservice.org.uk

Related Information and Documentation

The information authority website www.theia.org.uk contains all the ILR documents and
support information.

The Specification of the Individualised Learner Record for 2009/10, referred to in this manual
as the ILR Specification for 2009/10, is the definitive guide for returning data to the Data
Service: www.theia.org.uk/downloads/ilrdocuments/.
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ILR Documents
LR data is collected from providers that are in receipt of any of the following types of funding from the Learning and
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Figure 1: ILR Documentation

Document

Description

ILR Specification for 2009/10
ILR validation rules

The appendices to the ILR speci
Appendix A

Appendix B

Appendix C

Appendix D

Appendix E

Appendix F

Appendix G

Appendix H

Appendix |

Appendix L

Appendix N (replaced by the
Special Projects and Pilots Code
list)

Appendix O (replaced by the
National Learning Aim
Monitoring Codes list)

Appendix P

Specification of the Individualised Learner Record for 2009/10

A spreadsheet of validation rules and accompanying guidance
fication

Collection timetable

Migration information (for ER and ESF SR returns only)
Valid postcode format

Country of domicile codes

LSC numbers

Data Protection statement

Prior attainment levels

Learning aim class codes

Forms to accompany ILR data transmissions

SOC 2000 codes

Special projects and pilots

National learning aim monitoring codes

Data quality, standards and field ownership
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The following documents and links also contain useful information:

Information

Web Address

Funding Guidance

The learning aim database (LAD)

The learner information suite
(LIS)

Disadvantaged Learner Uplift

Latest updates and items of
interest

feconnect - the online community
for those working with data
returns

Provider extranet “Training and
Support” section

Provider Support Manuals and
code tables for all ILR returns

http://skillsfundingagency.bis.gov.uk/funding/policyandfunding/fun
dingpolicy/
http://www.thedataservice.org.uk/Services/DataCollection/softwar
ellad/

http://www.thedataservice.org.uk/Services/DataCollection/softwar
ellis/

http://www.thedataservice.org.uk/Services/DataCollection/softwar
el/disadvantaged-uplift/

http://www.thedataservice.org.uk/News/softwareupdates/

http://forums.theia.org.uk/

http://providers.lsc.gov.uk/dcs

www.theia.org.uk/downloads/ilrdocuments/2009 10 Guidance.ht
m/

The ESF SR quick reference code tables contain lists of valid field codes. It is available at:
http://www.theia.org.uk/downloads/ilrdocuments/200910_guidance.htm.

Feconnect

Feconnect is the information authority’s community portal for those working with data in the
further education and training system.

This site has been developed by the information authority secretariat to provide a platform
that can bring everyone within further education, skills and training together. Feconnect is
used by the information authority to consult with providers and data users about possible
changes to data collection arrangements and/or new items of data to be collected. It can
also be used by the FE sector for peer to peer support through which shared problems can

be solved.

‘3 Feconnect — Home - Microsoft Internet Explorer provided by Learning + Skills Council
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further education and training system.

which shared problems can be solved.

may be a little disruption.

cst@theia.org.uk

Welcome to feconnect

Thank you for wisiting feconnect - the online netwark for those working with data in the

search |+

Apart from a new look, you will see that there are changes to the
way the site is arganised.

Discussion Groups form the main areas of feconnect, and Forum

This site has been developed by the information authority secretariat to pravide a Topics can now all be found inside the various Discussion Groups.
platform that can bring everyone within further education, skills and training together. ) )
This will enable better consultation and the dewelopment of a community through ¥ou can view recent Discussion Group and Forums activity under

the Discussion Groups tab in the navigation bar, or alternatively
see a list of all of the groups in the A-Z of Discussion Groups

If you are having issues with creating a user account, or are having issues in posting .

to the site, you should be able to find solutions on our Help page. If you stil have any  DiSCUSsion Groups come in two main types types; Public and
queries, then your first port of call should be our friendly community facilitators Anns Private. With a Public group, simply click the Join Group' button,
and Paul. Please note that we are currently making some changes to the site so there 319 ¥OU £an start posting.

For in-depth advice on how tao use the site, see the new Help

This is your online community, Please experiment with the functionality available, and section
let us know any suggestions you have to improve things. You can contact us at

Figure 2: Feconnect Community Portal
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Section 2: What is the ILR data used for?

Data recorded on the ILR returns is used to calculate funding earned by the provider and
enable comparison of actual volumes and costs against contracted levels.

The data provides management information, including performance indicators, which are
used to manage the current programmes and also to assist with the development of future
programmes.

The data gathered provides information on the effectiveness of the learning programmes in
terms of whom they reach, what learning they receive, and what outcomes are achieved
subsequently.

The requirement for data

The data collected in the ILR are used to ensure that public money is being spent in line with
government targets for quality and value-for-money, for future planning, and to make the
case for the sector in seeking further funding. Specifically, the data are used:

e to monitor individual provider’s delivery against provision plan or contract
¢ to inform local decisions about plans and provision

e to monitor progress to targets

e to inform national planning, including policy development and modelling
o to calculate actual funding earned

¢ to monitor quality of provision and evaluate the effectiveness of providers across the
learning and skills sector

¢ to make the case to government for levels of funding appropriate to the sector
e to demonstrate the outcomes of its distribution of funds.
The data will be analysed in relation to:
e Demographic trends
o Participation rates
e Local labour market requirements
e Strategic planning targets.
These analyses will enable the funding bodies to:

¢ Influence curriculum and capital investment within providers for the benefit of the
local economy

o Engage with providers in medium and long term strategic planning.
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Section 3: How to collect ILR data

Colleges and other training providers can collect the data required to make an ILR return in
whatever way they wish to. This may be via a paper enrolment form or through an on-line
enrolment process. Much of the information about the learning programmes being
undertaken will be held within a provider's Management Information System (MIS) and can
be exported directly from this.

The data protection statement must be included on enrolment forms. It can be found in
Appendix F of the ILR Specification 2009/10. More information on data protection and data
sharing can be found at http://www.thedataservice.org.uk/About/dataprotection/. Providers
are required to ensure that the requirements of the Data Protection Act are maintained at all
times.

\ the data service

Horme | Aboutthe Data Service | Mews and Updates |  Services | Statistics | Data Dictionary | ContactUs | Links | Training |
Search ?enter keyword(s) E Advanced search & to 2| Accessibility
Gavernance The Data Service » About the Data Service > Data Protection » Data Protection
Terms of Reference Data Protectign
wiho's Who

Learner data gathered by the Data Service is collected by the Chisf Executive of Skills
Eriefings Funding and the Young People’s Learning agency for England. The data is collected as

reguired under the contractual funding arrangements of providers of learning.
Data Protection

The data collected from learners is processed by the Data Service, on behalf of the above
Freedom of Information organisations explained in the Privacy Motice issued by providers to each learner,

The data is primarily used to by the Chief Executive of Skills Funding and Young People’s
Learning agency for England to perform statutory functions, as described in the
Apprenticeships, Skills, Children and Learning Act 2009,

Data is also shared with other bodies, as informed to learners, for the purposes of those
organisations fulfilling their own statutory purposes, Such sharing is undertaken using a
standard data sharing agreement for specified legitimate and restricted purposes,
Where the Data Service shares data with a third party who undertakes work for the Data
Service, the Data Service requires that the sharing is undertaken under contract and is
subject to a data sharing agreement, specifying the secure management of the data,
The security of Data Service systems which store the data is regularly and independently
reviewed, ~As a further measure of assurance, the systems are also subjected to Privacy

Impact Assessment and Data protection Compliance check reviews as introduced by the
Information Commissioner's Office.

Figure 3: Data Protection Information

The Funding Compliance Advice and Audit Guidance provides detailed information about the
requirements for both the learning agreement and enrolment forms at:
http://skillsfundingagency.bis.gov.uk/funding/policyandfunding/fundingpolicy/strategicoverview/

Providers must gather data directly from learners, which can be done remotely at the
placement, or at the provider, or by the sub contractor. Providers are required to ensure that
the requirements of the Data Protection Act are maintained at all times.

The learner should sign a learning agreement to confirm that their learner details are correct,
that they are aware of the data protection act statement and how their data is used.

Paper Forms

All ILR data has to be returned electronically to the Data Service, however providers may at
point of contact with the learner use a paper form.

The information authority has produced an ESF Short Record ILR form but providers may
use their own form. The information authority form is an electronic file available in PDF and
MS Word format and can be downloaded at:
www.theia.org.uk/downloads/ilrdocuments/2009 10 _Guidance.htm.
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| __ ESF Short Record ILR Form 2009/10 Scllfibon __UA03 Loorner Refironce Number
/ \th e data service | I | i |

Thiz form should only be used for Isamsrs on the ESF Co-financad Naw Flan 200713, I:I 1

ESF SR — Part A — Learner Informafion
Section 1 - To be completed by the LEARNER - Please complete in BLOCK CAPITALS using Black Ink

L0 Learners Surname L10 Learners Forenames L11 Date of birth sawemy L13 Sex (M or F)
| || | LTIl T ] []
L18/L18
Addresa [cument] Houze Mo/ Hame & Strest Subert ¢ Village
Lo
Town i City County
L17 Homa Posteode L23 Contact Telephone No.
{of Parmanent Addreas Prior to enrolment) { {in¢ $TD Cods)
L14 Learning DiMcultieaDisabiities Do you consider yoursal 1o have 3 lang term msabiity, healh prablem or any leaming difcuties? (YMNDIank) I:l
L15 Desabllity or Health FI'DMSﬂ_? o L1& Learming difficulty L12 Ethnicity
amporry dsaly : 20 A= spectum 19 Asian or Asian Srifzh - ”
01 Vsl mpairment l:l Thete 0 POt oF aczicent 01 Mocierats eaming dimcuty l:l fpfzm 3 l:l = l:l 20 n\mmmmw.[l
02 Hamring Imparment |:| v coenptey |:| 2 Svare imaming Tty |:| S b l:l 12 Azian or Azian Srstsh - i El A W anic Epec El
13 Disatifty afecting mobiy l:l 10 Aspergers synamme l:l 10 Dy l:l =7 s l:l TS M e EY - l:l 2 Y — Ay Cher Med l:l
somerpney sy || sowuoe gmemes [l 11 Dysciasia [ s eamingancy e EsESTam [ | zwe-ewn ]
S v b l:l 7 Oer l:l ot i l:l 26 Nt EnopararTtion l:l 15 Btack or Elack Erftzh - Afican l:l 24 - Fen l:l
T — l:l M- l:l 1 Siack or Elacs Brtish - l:l 35 e = Ay Canes e l:l
T B - i TEIIRIEELY [ s [
18 Chinsse 9 Nat KnownNat Proses
Data Proteetion Aot 1858 l:l l:l
e reomaton jou pice w3 e Pased s e Laaming s SHs Countl e LEC The LC 2 eponaie for nang, Saning and sncoursgng saucssin sna BT T vt Ty l:l
E30ing o young peopie and 3ois i Snpland, 3 s e s e Dt Prtecton ACHS5%, The o you prowie i e shored we ot crrlzatons
mmert for Chicren. Sishoois and Famiias, the Deparement for Busing=: nnovaton & Eilz, Commesons, Locs Athorties, Higher Eoucabion Statstics Agency,
TR Eong S o Cogan, SAEOR EStRors ae oy ARors peorng rv.auc‘ﬁanum:u ‘s o befiaf of e LEC or iz partners. The
LG 320 3dnairs e leamer agiraon senvce (LRE) WLET W Lae J0ur Tomiaton © Crese 0 M 3 Lnie e ees LN, TheLSC £ 32 30
SO EpI A, DUSTES: S 3G S SPCrLFIEES, 2 TVESiTG . hi-r Ty, o ae e e e UL e ot
Ty oo,y be found 3t W s GO R Dviders Tt picatapicin. e sty -
AL no time wil passed o oganisations for marketing PO From Sme to tme: approached D Dke nanced by
T Ehen WhiEh S B Cratiing Te LS S0 e ners 1 i Do rerove, Sy S P M o Lo i Eurcpean Lnon
Tick e L37 H pmus 40 rock eteh b e consscte by e LS o B parinars 1 remact of surveps S mesamh, The LEC VLS JOur VaWs O e SUCSBN SHIINNG L37a |:| ocinl Fund (E57),
‘hich U ey, 2 Wil Lse these I Pep bing S60U mprvements for lsamer n England. 25 mupports achites
ThelSCarks wizh tn contact jou o me 1o b atolt tes mevart o you. Pisase tiok o U378 ¥ et not wizh 10 exi=nd empyTEnt
or s panners may ity S e ourses, or imaming cpoorunites you x ou mhe  LOTH |:| M‘M;:‘: E"mpegnul‘::}“}n:'
deveion 3 ump-mn & u
wesTing Injobe and skils
; — Date
Leamers Signature -
| gertify that the Informaation contained on this farm Is comect Providers are encouraged to print the two pages double sided.
ity
Fields L09 and L10 on lhe following page are not required if
Wersion 1 - Way 2009 printed in this way.

Figure 4: ESF SR Form

The ILR Funding Compliance Advice and Audit Guidance clearly states that auditors will
“‘wherever possible seek to place reliance on evidence that is generated by the natural
administration of the learning processes within providers’ own systems, provided that
evidence is sufficient, relevant, reliable and robust.” [Annex B paragraph 7 of the 2009/10
ILR Funding Compliance Advice and Audit Guidance for Providers.]

The document ILR Funding Compliance Advice and Audit Guidance for Providers also
covers the use of online forms for capturing changes to the ILR. The link to this document is:
ILR Funding Compliance Advice and Audit Guidance for Providers.

Providers using their own forms need to ensure that data captured is in the format as
specified in this support manual and the ILR Specification for 2009/10 and that all required
fields are included.

Error in the design of a provider’s own form will not be accepted as a valid reason for the
transmission of incorrect or invalid data.

Where providers use their own form, the part containing the learner’s details must be signed
by the learner. This part of the form should also include the data protection statement, which
can be found at Appendix F of the ILR Specification for 2009/10.

Where the provision is ESF co-financed or used as match for ESF funding, the ESF logo
must also be included on the form. The logo can be obtained from the Word version of the
ILR form located on the information authority website at:
www.theia.org.uk/downloads/ilrdocuments/ilrdetail2009 _10.htm.

Contents and Format

The ESF SR form comes in two parts. There are two pages for recording ESF beneficiary
and match details and a third page containing the quick reference “pick list” of valid codes to
help with the completion of pages 1 and 2.

Providers should print the ESF SR form double sided (back to back) in order to minimise the
risk of information being misplaced.
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A unique twelve digit alphanumeric Individual Reference Number (L0O3) is used as the
identifier for an individual within a provider. This number must remain unique for that
individual for all subsequent events with that provider.

Retention of Documentation

Providers should retain the original form for their own records and audit purposes. Original
copies should be retained by the provider in accordance with the European Commission
audit requirements.

Ensuring Completion/checking of Data Fields

The recording of an invalid entry on the ESF SR form is identified when the data is
transmitted to the Data Service. Invalid field entries then have to be corrected on the original
documentation and signed for audit purposes.

Change Notifications on the ESF SR Form

The ESF SR form has been designed to enable providers to record details about the learner
and the learning aim they are studying. It is possible that this information will be subject to
change resulting from a change in circumstances of the learner.

Data on an individual record can be amended. Such amendments are effected through the
completion of the appropriate part of the ESF SR form and by marking the Change
Notification box with a cross. The learner must sign and date the document. A change in
provider is deemed as a new intervention and requires completion of a new ESF SR form
and allocation of a new learner reference number.

Adding Additional Aims using the ESF SR Form

Providers should print copies of Part B, one for each additional aim undertaken, and attach
them to the main ESF SR form. Complete fields LO9 and L10 on the top of each additional

page.
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Section 4. Data Management and ILR Completion

There are four principles which underpin expectations about data management and the
returns that are made to the Data Service:

e Accuracy

e Timeliness

e Completeness
e Consistency.

Data underpins funding and commissioning decisions, and it also underpins and informs the
work of Ofsted and other agencies. When aggregated, it presents to sponsoring departments
and to the Government the progress and position of the sector, thereby informing policy
making decisions.

Set out below is an articulation of the four principles and what each means in relation to
completion of the ILR.

Accuracy
“The ILR must accurately describe the provision delivered to each learner”

The ILR must accurately reflect the journey for the learner and what has happened.
Inaccurate information must never be entered even where this would result in a more
equitable claim for funding.

Completeness

“The ILR must accurately and comprehensively reflect what is recorded in each learner’s
learning agreement.”

For Colleges, there needs to be a learner record in their ILR for every learner and not just
those that are Skills Funding Agency or YPLA funded.

“The total guided learning hours for a learner recorded in the ILR must accurately reflect the
guided learning hours the provider plans to deliver or actually delivers to the learner.”

For all providers the learning agreement records the goals which the learner and provider
have agreed. It is against these goals that the provider performance, in terms of success
rate, should be recorded. It is recognised that the goal may be agreed during the first few
weeks of learning but once set it must not be changed. It is reasonable to expect that the
goal should be agreed within the 'funding start period' and not changed after that time.

Where a single piece of learning leads to the achievement of more than one goal, the ILR
must not contain learning aim data sets that include the same guided learning hours more
than once.

Timeliness

“For any particular return, a provider must accurately describe in the ILR all provision
delivered up to and including the collection reference date as published in the ILR
specification. The provider may include data for provision delivered after the reference date.”

In brief, the ILR should accurately describe the situation for the year up to and including the
reference date. Data may include provision to be delivered after the reference date but no
one should assume this data is complete or accurate.

Consistency

“Many basic pieces of information about a learner and their learning must remain constant
once entered in the ILR except where the information has been entered in error.”
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Examples of such fields include Home postcode field, (L17), Learning aim reference field,
(AQ9), LSC funding field, (A10), Learning start date field, (A27). The Learning planned end
date field, (A28), must not be changed once set and this is stated specifically in the ILR
specification.

Fees and funding
The following definitions are included to aid understanding:
Funding

Funding involves monies received for providing a place for a learner. Where a block
allocation of money is provided which includes coverage of tuition fees this is considered to
be funding.

Tuition Fees

Tuition fees are monies paid by learners or on their behalf to cover the tuition fees charged
for the learning aim.

Full Cost Recovery

Full cost recovery tuition fees are tuition fees designed to recoup all the marginal costs and
contribute to the fixed costs of the provider. Where tuition fees are full cost recovery there
would usually be no additional source of fees or funding for the learner for the learning aim.
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Section 5: Who Should Make an ESF SR ILR Return?

This section describes the European Social Fund Short Record and the circumstances in
which providers should make an ESF SR return.

What is the European Social Fund Short Record?

The European Social Fund Short Record (ESF SR) Individualised Learner Record (ILR) was
introduced to reduce the amount of data required for ESF Co-financed programmes and
small funded programmes. This ensures that data collection does not become a barrier to
learning for individuals wishing to take advantage of these funded programmes.

The data provides information to manage accurate remuneration to providers and to monitor
ESF co-financing funding. The data derived is also used to manage and monitor ESF co-
financed provision and to inform the development of future policy. Where relevant, the data
is also used to substantiate ESF co-financing claims for support from the European Social
Fund (ESF).

Further information about ESF Funding can be obtained from the funding guidance, which is
available at
http://skillsfundingagency.bis.gov.uk/funding/policyandfunding/fundingpolicy/strategicoverview/.

Co-financing and Matching

Co-financing is the process of matching the European Social Fund (ESF) with other eligible
budgets to enable additional support to be provided. Data about learning aims funded from
the main LR and ER budgets and returned in the LR and ER ILR returns may be used for
matching to ESF projects. Data from the ESF SR ILR may, by agreement with local offices,
be used to support the receipt of ESF funds in the form of co-financed activity.

When to make an ESF SR ILR Return

Providers who are only involved in one or more ESF projects and do not make an ER or LR
return should return data according to the ESF Short Record Data Collection timetable for
2009/10.

When not to make an ESF SR ILR Return

Providers that make an Employer Responsive (ER) or Learner Responsive (LR) ILR return
should include data about ESF co-financed learners within their main return. They should
not make a separate ESF SR return.

Further information about ESF funding can be obtained form the funding guidance which is
available at: http://skillsfundingagency.bis.gov.uk/funding/policyandfunding/fundingpolicy/.
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Section 6: When to make the ILR Return

This timetable, which describes the cycle of returns in full, is included in Appendix A of the
ILR Specification 2009/10. This can be found at:
www.theia.org.uk/downloads/ilrdocuments/ilrdetail2009 _10.htm

Completing the ILR Returns

ESF SR data is sent to the Data Service monthly during the academic year on the 4th
working day of the month.

ILR data is returned to the Data Service through the On-Line Data Collections (OLDC) web
portal. The data collection web portal is opened for each return on the day following the
previous return date and is closed at 6pm on the return date. These dates are detailed in
Appendix A.

The ILR should accurately describe the situation for the academic year up to and including
the reference date. A complete and accurate return must be transmitted to the Data Service
by each return date.

Providers can make as many returns as required between the date that the data collection
portal opens and the return date. Providers are encouraged to submit data regularly and not
wait until the return date before transmitting any data for that return. This will enable
providers to have time to resolve any validation errors and warnings.

For ESF SR returns providers can make one of two types of transmission, either:
A - a year to date transmission containing all records for the year to date or;

B — a whole single record transmission containing only changes to whole learner records
since the last transmission

Deadline for the return of
In Learning Census | ESF SR data
Return Number Reference Month Date (4th working day after last
(Reference Date) day of month)
(Return Date)
S01 August 2009 31/08/09 04/09/2009
S02 September 2009 30/09/09 06/10/2009
S03 October 2009 31/10/09 05/11/2009
S04 November 2009 30/11/09 04/12/2009
S05 December 2009 31/12/09 07/01/2010
S06 January 2010 31/01/10 04/02/2010
S07 February 2010 28/02/10 04/03/2010
S08 March 2010 31/03/10 08/04/2010
S09 April 2010 30/04/10 07/05/2010
S10 May 2010 31/05/10 04/06/2010
S11 June 2010 30/06/10 06/07/2010
S12 July 2010 31/07/10 05/08/2010

Where an ILR field is not required in the ESF SR ILR, return the null value indicated in the
ILR Specification. For providers using Provider On-Line, this will be done automatically.
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Section 7: How to Make the ILR Return

All providers must send ILR data to the Data Service in line with the published timetable.

Data Validation

It is important that the data that is received is accurate. The Data Service runs validation
checks to make sure that data is complete. This process applies a series of rules to the
data, and produces a report of errors and warnings.

Validation errors are produced where data makes no sense or cannot be correct. Records
that produce errors are not loaded into the Data Service’s system

Validation warnings are produced where the data is unusual, for example where a learner is
over 100 years old. Records that produce warnings are loaded into the Data Service’s
system, but providers should check each of these records to ensure that the data is correct.

The validation rules for 2009/10 are published on the information authority website at:
www.theia.org.uk/downloads/ilrdocuments/ilrdetail2009 10.htm

The Learner Information Suite

The Learner Information Suite (LIS) is a stand alone piece of software produced by the Data
Service that providers can download onto their own PCs. It contains all of the ILR validation
rules and allows providers to check their ILR data before sending it to the Data Service. The
LIS also contains the LR and ER funding calculations and enables a number of reports to be
run and downloaded based on a provider’s data. More information on the latest LIS software
can be found on the Data Service website at:
http://www.thedataservice.org.uk/Services/DataCollection/software/lis/.

‘_the data service

Home | Aboutthe Dats Service | Mews and Updastes | Services | Statistics | Data Dictionary | ContactUs | Links | Training |
@ Search ;.ent.ér.keyword(;s)m: Lell Advanced search & to Z | Accessibility
Data Collection The Data Service > Services » Data Collection » Software > LIS » Learner Information Suite
17.02.013 software
From Provid . i H H
I i Learner Information Suite 17.02.013
I From Intermediaries Softwa re
Data Transformation Overview
Softmars The Learner Information Suite (L15) software is a software application which is made

available to praviders to assist in preparation of ILR data, Version 17.02.013

processes 2009/10 ILR data and contains functionality for ILR Validation, Funding

Sinere Ui calculations (Learner Responsive and Employer Responsive) and reports,

e 17.02.013 replaces version 17,02.008 which was released in September 2009, Full details
of the differences between the original version of LIS 17.02 and this newer version can be
i found in the Release Guide below,
Cnline Data Collections Please note: Users of LIS 17.02 are advised to replace 17,02.008 with 17.02.013 and that
- - by installing it over the top of the earlier version, all currently imported ILR data will be
Disadvantaged Uplift averwritten as well,
DSAT Installation
. LIS 17.02 requires Microsoft .NET Framework 2.0 to run, If your PC environment does not
Provider Gateway have this, vou will need to download {from the table below) and install it before running the
- LIS 17.02 installation, If you have previously installed LIS series 16 or 17 then .NET
Software Archive framework will already existin your PC environment,
Documentation The database of posteodes and associated disadvantage and area cost factors has been
updated since the version originally issued with LIS 17.01, LIS users should use this latest
Data Dissemination version, which is consistent with the version currently used in the online data collections

Figure 5: The Learner Information Suite
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The Learning Aim Database

All learning aims are stored in the Learning Aim Database (LAD). The database contains
information about learning aims and includes the information required to complete ILR data
returns, as well as funding and statistical data.

The Data Service www.thedataservice.org.uk maintains the learning aims. Updates to the
database are made regularly. It can be searched interactively or downloaded at:
http://providers.lsc.gov.uk/lad/default.asp.

Each learning aim on the database has a reference code that is used in the learning aim
data set. The database holds all the learning aim specific information that providers will
need. Details about the Learning Aim Database can be found on the Data Service website
at: http://www.thedataservice.org.uk/Services/DataCollection/software/lad/.

If there is a learning aim not included on the database, request a new learning aim code
from the Data Service as soon as the learner is enrolled onto the learning aim. If you do not
request codes until after the year is completed, after July 2010, you may not be able to make
returns on time because the software may not recognise the codes.

Full details about requests for new learning aim codes are on the LAD website pages:
http://www.thedataservice.org.uk/Services/DataCollection/software/lad/lad _data amendments.htm.

A Learning Aim Database - Aims Search - Microsoft Internet Explorer provided by Learning + Skills Council

File ~Edit Wiew Favorites Tools  Help a
7 e | A 7 i 4] - | E 24

C-© KRB & L&k e - L 3

Address ’:B:} http: }iproviders.lsc. gov, ukjLAD simsisearchcriteria, asp - G0 Links
Home |Welcome | LAD Search | LAD Downloads | Mizc Dowenloads | Links | Help Cuick Search: | b

Y
/.--\ the data servicg

better information for further educati

Learning Aim Database - Aims Search

To search the Learning Aim Database enter the informsation you knowe and press the Search button.
When specifying your search criteria wou can use the ", "%", " and "_" characters as wild cards e.g. "*owcl" weould match both "Bicycle" and "Motorcycle”.

Search ] [ Clear
Search Tips

Aim Reference: ' Title: |

Awarding Body Aim |
Reference:’

Show: (& Currert &ims only O By dim
Teaching Vear:| 2009410 w |

To zelect & single Aim Type, LDCS Code, &warding Body or Frameweork enter a code andior
namefdescription and click "Lookup", or enter just the code andior namelde scription for & wider search.
To see the structure of framewworks, enter search criteria and click "Search Framewoark".

Aim Type Co(le:: | Desc:| | Lookup
LDCS Code:| | Desc:| :Lookup
Awarding Body Code:f Name:' | Lookup

Figure 6: The Learning Aim Database (LAD)

Learner Reference Numbers

Each provider allocates a unique Learner Reference Number (L03) to each learner. It is
used for data reporting between years for continuing learners and for the calculation of
success rates. This number must remain allocated to the user for all study with the provider
and during periods of absence. It must never be reused for a different learner.

Changes to the Learner Reference Number should be avoided if at all possible between
years for continuing learners. If a provider does unavoidably have to change the Learner
Reference Numbers used, for example because of a change to their MIS system, they
should contact the Service Desk at the Data Service on 0870 2670001 or
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servicedesk@thedataservice.org.uk so that mapping information between the old and new
numbers can be obtained.

Providers should also obtain a Unique Learner Number (ULN) for the learner from the MIAP
Learner Reqistration Service. The ULN enables the learner to build a lifelong record of their
learning participation and achievements, which they can access and choose to share. The
ULN is recorded in ILR field L45 in the Learner Data Set and A55 in the Learning Aim Data
Set.

Sending Data to the Data Service
There are two ways to transmit ILR data to the data service.

On-line Data
Collection
Batch returns

Provider on-line

Figure 7: Sending Data to the Data Service

Provider On-Line. This option, used by smaller providers, allows providers to key data
directly into the ILR database via a secure internet portal. This should only be used by
providers with a small number of learners.

Provider Batch. This option is for larger providers with their own Ml systems. Providers
produce a batch file from their MI system and load it via the secure internet portal to the ILR
database. Providers using Provider Batch should submit data regularly and should not wait
until the week preceding the actual cut off date before transmitting data.

If you are experiencing problems with batch submissions you should contact the Data
Service as soon as possible at: http://thedataservice.org.uk or on 0870 2670001.

The Provider Extranet website is the connection to the secure portal.
http://providers.lsc.gov.uk. The website also has useful help information in the Training and
Support area.
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File Edit Miew Favorites Tools  Help o

Q- © NG LPHhO R-L WM-JE B

Address _@_1 http: §iproviders.lsc.gov, uk/desfdefault. asp v a Go Links

Extranet Home | Online DCS Home | Sign-ln | Renister | Contact Us | Training & Support

LSC Partners

Online Data Collections System

Training and Support Documents

FPlease click on the name ofthe file, and then click on Save to save the file on your own hard drive.
To print the guides, copy the document to vour oven hard drive Unzip and open the document before printing.

Most Recent Documents
These documents support and describe the latest changes and functionality for Online Data Collections:

FProvider XPIMS CBT v2.0.zip '@ Registration and User Maintenance QRC pdf

Figure 8: OLDC Training Page

If you are experiencing problems with data transmissions you should contact the Data
Service as soon as possible at: servicedesk@thedataservice.org.uk or on 0870 2670001.

The Impact of Incomplete Information

The transmission of ILR data containing either omitted, incomplete or incorrect entries may
result in the learner record not being accepted onto the national ILR database. The return of
ILR data, promptly, fully and accurately completed, is essential.

Any data for individual learners not accepted by the national ILR database will mean that the
Provider Funding Report will not show their details.

All funding calculations and provider payments are based directly on the data provided on
the ILR. Any inaccurate or late information may result in payments being suspended. It is
important to ensure that all documentation relating to the enrolment of the learner and the
record of learning activity is completed accurately and conforms to the eligibility rules of the
appropriate type of learning programme.

Data Migration to the 2009/10 Format

Migration is the process by which data is converted from the ILR 2008/09 format, to the ILR
2009/10 format. The format and content of the 2008/09 database will be unchanged by the
migration process.

POL (Provider On-Line) providers will have data migrated automatically in August 2009. Itis
essential that providers using Provider Batch ensure that their software supplier sets up their
system according to the ILR Specification for 2009/10 as although all records will be
migrated, the first time a batch file is received the existing migrated data will be overwritten
with that contained in the first file received, which must be in the correct format or it will fail
validation. Migration guidance has been published on the information authority website in
Appendix B of the ILR Specification for 2009/10.
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Computer Based Training

A new Computer Based Training website to help new users understand how to make ILR
returns and to help experienced users with the changes introduced for 2009/10 is now
available on the Data Service website at http:/ilrelearning.thedataservice.org.uk/.

vi ion - Mi ft Internet Explorer provided by Learning + Skills Council
File  Edit  View elp o
Q- © KRG P 2-% @-LJE 3

Address | @1 file:j{Ct/Documents#20and 205ettings{leplasDeskbop/bundiecbt main.htmizusername=Reviewsr, AtshowScreentDs=FalseibypassLocking=trussindicateCorrectAnswer | [Eg G0 Links

Main Menu exit 3¢
Individualised Learner Record (ILR) { 3 .
An Overview and Summary of Changes 2009/10 e

Welcome to e-learning from the Data Service.

This module will provide you with an overview of the ILR and a summary of ILR changes for 2009/10. For more details on the ILR please refer
to the provider support manuals available on fhe information authority website.

This programme will take approximately one hour to complete; the targets below will remind you how far you have progressed. Begin by clicking on
the "Getting started' module.

Getting started 5mins )
The ILR - The basics 10 mins )
The ILR structure and fields 5mins )
How to return an ILR 10 mins )
Checking and validating your ILR 10 mins O
ILR Changes for 2009/10 18 mins ()
Summary and next steps 2mins O
glossary resources preferences contact help

Figure 9: ILR E-Learning Tutorial
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Section 8: The Individualised Learner Record (ILR) Data
Sets Structure

For each learner there are two types of information required for the ESF SR ILR:
e A Learner Data Set

o A Learning Aim Data Set

Learner Data Set

~

Learning Aim
Data Set(s)

Figure 10: ESF SR Data Set Structure

Learner Data Set
The Learner Data Set contains personal information about the learner such as their name,
date of birth, sex and ethnicity.

There is one Learner Data Set for each learner.

Learning Aim Data Set

A Learning Aim Data Set contains course or learning activity information such as start date,
end date, fee information, course being studied and outcome. There is one Learning Aim
Data Set for each learning aim that a learner is studying.
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Section 9: Recording Learner Changes

The ILR records details about the learner, the learner’s programme (where appropriate) and
the learning aims they are studying. It is possible that the information recorded in the ILR
will change, either resulting from a change in circumstances of the learner, or a change to
the learning aims they are studying. The main reasons for changing an ILR record are:

o Correcting errors
o Changes to a learner’s details

e Changes in a learner’s programme or learning aim

Correcting Errors

The correction of errors in ILR data can usually be made as soon as they are found but
within an academic year only. Contact the Service Desk at the Data Service on 0870
2670001 or servicedesk@thedataservice.org.uk if you need advice on making a correction.

Changes to Learner Details

Where there is a change in the learner’s circumstances which does not lead to a change in
their learning programme, for example, a new address or a change in contact details then
the learner’s data can be updated.

Changes to the Start and Planned End Dates

There should not be any changes made to the start or planned end information except to
correct errors. These fields inform the funding received. If the learner is transferring to a
new learning aim or programme then the existing programme aim or learning aim must be
closed and a new programme and/or learning aim(s) created

The planned end date in field A28 must be entered at the start of the learning aim. It is
important that this date is set realistically based on historic performance. Providers must not
update the planned end date once it has been entered, even if the learner continues on the
learning aim beyond that date. If a learner continues their study beyond the planned end
date then this should be reflected in the actual end date field, field A31, and the learning
planned end date should remain unchanged. Planned end dates are used in the calculation
of success rates.

The ILR must be completed and updated regularly to reflect progress in the learner’'s
individual learning plan. Information on subsidiary aims should be updated when the
outcome of the learning is known.

A learner is absent

Providers must determine the intent of learners who are absent from learning, whether the
learner expects to return to learning and the reason for the absence. Providers are expected
to have robust absence monitoring and a withdrawal policy, which they implement to endure
progress of all learners is monitored.

The provider will need to make a judgement within 4 weeks (28 days) as to whether the
learner will return to the programme and if applicable change the ILR as indicated below:

o If the learner returns within 4 weeks of the first day of absence the ILR does not need
to be changed.

o If the learner withdraws from the programme or does not return within 4 weeks the
learner should be recorded as withdrawn. The programme aim (if applicable) and any
learning aims should be closed, using code 3 — withdrawn, in the Completion Status
field, field A34 and the relevant codes in A35 and A50.
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A learner transfers to a different learning aim

If a learner transfers to another programme or learning aim at a later date (after the funding
start period) then the learning aim record will need to be closed and a new learning aims
added. Providers should not just amend the details on the original learning aims. Field A51a,
Proportion of funding remaining does not need to be completed.

The original learning aim should be closed and recorded as not achieved — transferred. A
new learning aim should be added to the learner record with the new learning aim reference
and new start and planned end dates recorded. The start date of the new learning aim
cannot be any earlier than the actual end date of the learning aim that the learner has
transferred from or may be slightly later if there is a delay in the learner starting the new aim.
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Section 10: Key ILR Changes for 2009/10

This section summarises the key changes to the ILR for the reporting year 2009/10.

General Changes
The following fields have been removed from the Learner data set:

e ESF co-financing data sets field, field LO6.
New codes and code changes have been added to the following fields:
o Contract/Allocation type field, field L02

e Learner status on last working day before learning field, field L36 no longer needs to
be collected for new starters in 2009/10

o Employment status on first day of learning field, field L37
e Destination field, field L39

¢ National learner monitoring field, field L40

o NES/NAS delivery LSC number field, field L44

e Current employment status field, field L47.

Field Changes
The following new fields have been added to the Learning aim data set:

o Project dossier number field, field A61 (required for direct and indirect ESF
beneficiaries)

o ESF local project number field, field A62 (required for direct and indirect ESF
beneficiaries)

o National Skills Academy field, field A63 (required for all ILR returns)
¢ Planned group-based contact hours field, field A64
e Planned one-to-one contact hours field, field A65
o Employment status on day before starting learning aim field, field A66
e Length of unemployment before starting ESF project field, field A67
o Employment outcome field, field AG8.
The following fields have been removed from the Learning aim data set:
o All fields previously marked as ‘Blank fields’
e ESF co-financing data sets field, field AO6
e Occupation relating to learning aim field, field A24
o Number of units completed field, field A37
e Number of units to achieve full qualification field, field A38.
New codes and code changes have been added to the following fields:
¢ Contract/Allocation type field, field A02
e Reason for full funding/co-funding of learning aim field, field A14
e Main delivery method field, field A18
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Franchised out and partnership Arrangements field, Field A21 (added to the ER
collection)

Franchise and partnership delivery provider number field, Field A22 (added to the ER
collection)

Guided learning hours field, field A32 (removed from ER collection)
Learning outcome grade field, field A36

Employer identifier field, field A44

National learning aim monitoring field, field A46

Reason learning ended field, field A50

Proportion of funding remaining field, field AS1a.

European Social Fund (ESF) Data Set Changes

For 2009/10 the ESF data set has been removed and the residual 4 fields required for ESF
co-financing and matched data have been incorporated into the learning aim data set.

Learners with learning aims that are continuing into the 2009/10 academic year, that have an
associated ESF data set need to record the data contained in fields E22, E23, E12 and E14
in the new fields in the learning aim data set. The table below shows the old ESF data set
field number and the new equivalent field number in the learning aim data set. No code
changes have been made to these fields and so the existing code recorded in the E fields
can populate the new aim fields.

ESF data set field in 2008/09 Learning aim data set field in 2009/10
E22 — Project Dossier A61
E23 — Local Project Number A62
E12 — Employment Status AG6
E14 — Length of Unemployment A67
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Section 11: ILR Fields Description

This section provides more detailed information about each of the ILR fields required for an

ESF SR return. The table below provides the page numbers for each field.

ILR ILR Field Name Page
Field No.
No.

Learner Data Set

LO1 Provider number 27
LO3 Learner reference number 27
LO4 Data set identifier code 27
LOS Learning aim data sets 27
LO7 HE data sets 27
LO8 Deletion flag 28
LO9 Learner surname/family name 28
L10 Learner forenames 28
L11 Date of birth 29
L12 Ethnicity 29
L13 Sex 30
L14 Learning difficulties and/or disabilities and/or health problems 30
L15 Disability 31
L16 Learning difficulty 32
L17 Home postcode 32
L18 Address line 1 34
L19 Address line 2 34
L20 Address line 3 34
L21 Address line 4 (optional) 34
L23 Telephone number 34
L25 LSC Number of funding LSC 34
L27 Restricted use indicator 35
L35 Prior attainment level 35
L39 Destination 37
L41 Local learner monitoring (optional) 38
L42 Provider specified learner data (optional) 38
L45 Unique learner number 38
L46 UK provider reference number 38
Learning Aim Data Set

A01 Provider number 40
A03 Learner reference number 40
A04 Data set identifier code 40
A05 Learning aim data set sequence 40
AQ7 HE Data Sets 40
A08 Data Set Format 41
AQ9 Learning aim reference no. 41
A10 LSC funding stream 43
A23 Delivery location postcode 43
A27 Learning start date 43
A28 Learning planned end date 43
A31 Learning actual end date 44
A34 Completion status 44
A35 Learning outcome 45
A36 Learning outcome grade 46
A46 National learning aim monitoring 46
A47 Local learning aim monitoring (optional) 46
A48 Provider specified learning aim data (optional) 47
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ILR ILR Field Name Page
Field No.
No.

A49 Special projects and pilots 47
A50 Reason learning ended 48
A55 Unique learner number 49
A56 UK provider reference number 49
A58 ASL provision type 49
A59 Planned credit value 50
A60 Credits achieved 50
A61 Project dossier number 50
A62 ESF local project number 52
A63 National Skills Academy 52
A66 Employment status on day before starting learning aim 53
A67 Length of unemployment before starting ESF project 54
A68 Employment outcome 55
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Section 12: Learner Data Set ILR Information

\ LO1 Provider number

This is the number that is used in the ILR to identify the provider.
Notes
e Providers uncertain of their provider number should contact the Data Service.

e The provider number will be the same for all learners in the return.

LO3 Learner reference number

This field records the learner reference number. This is the learner reference number that
each provider allocates to a learner registered with them. It enables the learner to be
matched with their learning aims.

The learner reference number must be unique within the provider’s organisation.

Notes

e If alearner moves to a different provider they should be given a new learner reference
number by the new provider.

o The learner reference number should be retained by the learner for any period of study
with the provider and should not be reused for a different learner.

¢ The number should be retained following any period of absence.

o Changes to the learner reference number should be avoided if at all possible between
years for continuing learners. If a provider does unavoidably have to change the learner
reference numbers used, for example because of a change to their MIS system, they
should contact the Service Desk at the Data Service on 0870 2670001 or
servicedesk@thedataservice.org.uk so that mapping information between the old and
new numbers can be obtained.

POL Users

The Learner Reference Number is automatically generated for a learner for providers using
the Provider On-Line (POL) system.

For POL users — where an existing learner record was not migrated to 2009/10 because they
ended their programme in 2008/09 and the learner has subsequently returned, you can use
the ‘search for previous year functionality by selecting the ‘08/09’ radio button on the POL
search screen. This allows you to find the record and migrate it to 2009/10 retaining the
existing learner reference number.

\ L04 Data set identifier code

The identifier for the type of data set should be 10 in all instances. It is used for internal
validation and integrity checks.

\ LO5 Learning aim data sets

The number of associated learning aim data sets. It is used for internal validation and
integrity checks.

Notes

e The number of learning aim data sets in this field must be greater than 00.
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e The entry in the Learning aim data set sequence field, field AO5 must not be greater than
the number of learning aim data sets in this field.

LO7 HE data sets

This field must be 00, as HE data is collected at learning aim level, not learner level.
This field is used for internal validation and integrity checks.
Notes

¢ The number of HE data sets attached to this learner at the learning aim level, should be
recorded in the HE data sets field, field AO7, in the learning aim data set.

LO8 Deletion flag

This flag indicates that the whole learner’s record should be deleted. It removes the record
from the database.

Code

Y Yes — delete this learner

N No — do not delete this learner
Notes

o This field enables ILR batch providers, to delete an erroneous learner record from the
database. This field is not applicable to POL users. It does not appear on the ILR form
as it is a system generated field.

o When transmitting a record to be deleted, providers should complete the learner data set
only with the deletion flag field set to “Y’. No learning aim data sets should be attached.

¢ When transmitting a new or updated record the deletion flag should be set to ‘N’ — do not
delete this record. Learning aim data sets should be attached.

o Providers should note that to delete a learner that has been transmitted via a previous
batch file in the current year they must include the learner in a subsequent batch file with
this field set to ‘Y’. It is not sufficient to simply remove the learner record from the
subsequent batch file, as the learner will remain in the calculations database and will
continue to appear on the provider funding reports.

LO9 Learner surname / family name

The learner’s surname/family name must be entered in this field.

This information is used by the Skills Funding Agency and partner organisations for
matching records for statistical purposes, surveys and to send further information to
learners.

Notes

o This field should not include maiden names for example Mary Jones - nee Smith / Mary
Jones - was Smith.

e This field should also not include aliases or known by surnames. Only surnames
changed via Deed Poll or marriage can be accepted.

OLASS Funded Learners

o The Learner’s surname/family name should be entered in this field, unless there is a
security issue then ‘NOT PROVIDED’ should be entered.
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L10 Learner forenames

The forenames (first names) of the learner should be returned in this field. As many learner
first names as will fit into the field, separated by spaces, should be provided.

This information is used by the Skills Funding Agency and partner organisations for
matching records for statistical purposes, surveys and to send further information to
learners.

Notes
e This field should not include nicknames for example Gareth — Gaz.

OLASS Funded Learners

o The learner’s forenames should be entered in this field, unless there is a security issue
then ‘NOT PROVIDED’ should be entered.

L11 Date of birth

This field records the date of birth for the learner. This is required to determine eligibility and
funding rate, monitor and report on provision by learner characteristics, monitor equality and
diversity and to inform local and national planning.

Notes

» All date fields in the ILR should be returned as eight numbers: two digits for the day, two
digits for the month and the year should be shown in full with four digits.

e Providers should make every effort to collect the date of birth, and enrolment forms
should ask for it.

o Where a learner declines to provide a date of birth, the entry should be eight zeros, but
this should only be used as a last resort. Providers must not estimate the learner’s date
of birth.

Examples
A date of birth of 17 January 1967 appears as 17011967.
A date of birth of 5 October 1951 appears as 05101951.

ESF Co-financed learners

¢ |If the funding stream is ESF and the start date is on or after 1 August 2008, the date of
birth must be entered.

L12 Ethnicity

This field records the ethnic origin of the learner. It uses classifications based on the 2001
census. This is needed to monitor the distribution of ethnic groups amongst learners.

Code Ethnic origin

11 Asian or Asian British — Bangladeshi

12 Asian or Asian British — Indian

13 Asian or Asian British — Pakistani

14 Asian or Asian British — any other Asian background
15 Black or Black British — African

16 Black or Black British — Caribbean

17 Black or Black British — any other Black background
18 Chinese
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Code Ethnic origin

19 Mixed — White Asian

20 Mixed — White and Black African

21 Mixed — White and Black Caribbean
22 Mixed — any other mixed background
23 White — British

24 White — Irish

25 White — any other White background
98 Any other

99 Not known / not provided

Notes

e Learners whose ethnic origin is not listed or feel that they cannot be classified in any
other category should enter code 98.

e Learners who do not wish to supply information about their ethnicity should enter 99 ‘not
known / not provided’.

L13 Sex

This field records the sex of the learner. This is required to describe the structure and nature
of the learner population in the sector.

Code

F Female
M Male
Notes

e The sex of the learner must be ‘F’ or ‘M’.

L14 Learning difficulties and/or disabilities and/or health problems

This records whether the learner considers that they have a long term learning difficulty,
disability or health problem.

Code | Description Code should be used when

1 Learner considers The learner considers themselves to have a learning
himself/herself to have a difficulty which gives them a significantly greater difficulty
learning difficulty and/or in learning than the majority of people his/her age.

disability and/or health problem | Or

The learner considers themselves to have a disability
which either prevents or hinders them from making use of
facilities of a kind generally provided by institutions
providing post-16 education or training.

2 Learner does not consider
himself or herself to have a
learning difficulty and/or
disability and/or health problem
9 No information provider by the
learner

Notes
e This field should be completed on the basis of the learner’s self-assessment.
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¢ The information recorded in the Disability field, field L15, and the Learning difficulty field,
field L16, must be consistent with the code returned in this field. If a value of 1 is
returned in this field, a code of 98 must not be used in both L15 and L16.

¢ ltis recognised that many learners for whom information is recorded in this field will not
be able to identify themselves as having learning difficulties. This information will be
recorded as a result of interviews with learners, their parents, guardians, teachers or
advocates.

L15 Disability

For learners who consider themselves to have a learning disability/difficulty, this field records
the learner’'s main disability.

Code | Disability

01 Visual impairment

02 Hearing impairment

03 Disability affecting mobility

04 Other physical disability

05 Other medical condition (for example epilepsy, asthma. diabetes)
06 Emotional / behavioural difficulties

07 Mental health difficulty

08 Temporary disability after illness (for example post-viral) or accident
09 Profound complex disabilities

10 Aspergers syndrome

90 Multiple disabilities

97 Other

98 No disability

99 Not known / information not provided

Notes

o Where a learner has more than one disability, the main one should be recorded and
must be a valid code from the above list.

e This field should be completed on the learner’s self-assessment.

¢ ltis recognised that many learners for whom information is recorded in this field will not
be able to identify themselves as having learning difficulties. This information will be
recorded as a result of interviews with learners, their parents, guardians, teachers or
advocates.

o Where there are two or more of equal severity, code 90 should be used.
o Where the learner has no disability, code 98 should be used.

e If the learning aim start date is on or after 1 August 2008 and the Learning difficulties
and/or disabilities and/or health problems field, field L14, is ‘Learner considers himself or
herself to have a learning difficulty and/or disability and/or health problem’, the disability
entered in this field must not be ‘No disability’.

o If the Learning difficulties and/or disabilities field, field L14 is ‘No information provided by
the learner’, the disability in this field must be ‘Not known/information not provided’

o |f the Learning difficulties and/or disabilities field, field L14 is ‘Learner does not consider
himself or herself to have a learning difficulty and/or disability or health problem’, the
disability must be ‘No disability’.
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L16 Learning difficulty

For learners who consider themselves to have a learning disability/difficulty this field records
the learner’s main learning difficulty.

Code Learning difficulty

01 Moderate learning difficulty

02 Severe learning difficulty

10 Dyslexia

11 Dyscalculia

19 Other specific learning difficulty
20 Autism spectrum disorder

90 Multiple learning difficulties

97 Other

98 No learning difficulty

99 Not known / information not provided
Notes

Where a learner has more than one learning difficulty, the main one should be recorded.
Where there are two or more of equal severity, code 90 should be used.
Where the learner has no learning difficulty, code 98 should be used.

Where a learner has a disability that is not listed or feel that they cannot be classified in
any other category, code 97 should be used.

Where a learner does not wish to supply information about their disability, code 99
should be used.

This field should be completed on the learner’s self-assessment.

It is recognised that many learners for whom information is recorded in this field will not
be able to identify themselves as having learning difficulties. This information will be
recorded as a result of interviews with learners, their parents, guardians, teachers or
advocates.

If the start date is on or after 1 August 2008 and the Learner difficulties and/or disabilities
and/or health problems field, field L14 is ‘Learner considers himself or herself to have a
learning difficulty and/or disability and/or health problem’, the learning difficulty in this
field must not be ‘No learning difficulty’.

If the Learning difficulties and/or disabilities field, field L14 is ‘No information provided by
the learner’, the learning difficulty in this field must be ‘Not known/information not
provided’.

If the learning difficulties and/or disabilities is ‘Learner does not consider himself or
herself to have a learning difficulty and/or disability or health problem’, the learning
difficulty must be ‘No learning difficulty’.

L17 Home postcode

The permanent or home postcode of the learner before they enrol at the provider should be
returned in this field.

Notes

The justification for this field is particularly important to allow accurate demographic
analyses. Full valid postcodes should be supplied, left justified with a single space
between the outward and inward components of the postcode, and space fill to the right.
Appendix C of the ILR Specification 2009/10 provides all the details of the correct format
of the postcode.
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¢ Analysis of ILR data shows that most providers obtain postcodes for almost all learners.
Providers may be asked to explain the reason for a high incidence of missing codes
compared to other similar providers and where this explanation is not reasonable, to
supply data containing more complete postcode information. Full valid postcodes can be
located at the Royal Mail Postcode finder website, http://www.royalmail.com/portal/rm

e The Learner Information Suite (LIS) currently checks the format of the whole postcode,
but only checks the specific code in the outward part of the postcode, that is the first
element of the postcode

o Where the home postcode of a learner is not known then institutions should use
2799V ZZ7Z. If the outward part of the postcode, the first part, is known but the inward
part, the second part, is not known, then the known outward part should be returned and
ZZZ should be returned in the inward part

e You may be asked to explain the reason for a high incidence of ZZ99 ZZZ postcodes

¢ While a learner is continuing with a provider this field should remain constant and any
postcode changes should be shown in field L22 (Current postcode).

Special Cases

Learners who would be placed at risk by supplying their address should use the provider’s
postcode.

Homeless Learners
o For a homeless learner living in supported accommodation, you should use the address
of the accommodation. For a homeless learner that does not have an address, you can
use the following entries:
- Home postcode, field L17 — enter ZZ99 ZZZ.
- Address line 1, field L18 — enter “homeless no address”.
- Address line 2, field L19 — use the null value.
- Address line 3, field L20 — use the null value.
- Address line 4, field L21 — use the null value.
MOD Learners

o Forreasons of security it has been agreed that learners with the MOD should supply ‘the
base’ postcode. The provision of such information could, in future, impact on funding for
providers.

OLASS funded learners

» For reasons of security the postcode entered in this field should the last known non-
custodial postcode.

Non UK Learners

o Where the country of domicile of the learner is not a UK country this field must contain
eight spaces.

Examples

M2V5BZV V¥ Where V¥ represents a space

DN5V7XYYV

Cv35Vvzzz (known outward postcode but inward postcode is unknown)
2299V 7277 (whole postcode is unknown)

Appendix C of the ILR Specification defines the valid postcode definition and examples.
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Guidance on address fields L18 to L21

This address is the learner’s current place of residence and should relate to the current
postcode as recorded in field L22.

Where a learner is living away from home, this address should relate to the current postcode
as recorded in field L22.

Field L18 —The first line of the address of a learner’s current place of residence. This field
must be completed in all returns apart from the exceptions detailed below. It must not
contain invalid characters. Normally this would include the house/flat number or name and
the street name.

Field L19 —The second line of the address of a learner’s current place of residence.
Field L20 —The third line of the address of a learner’s current place of residence.

Field L21 —The fourth line of the address of a learner’s current place of residence. This field
is optional and is not required if the learner’s full address can be held in fields L18 — L20.

Valid entries are alphabetic characters, commas, hyphens, apostrophes, slashes, full stops,
spaces and numeric digits only.

Notes

Learners who would be placed at risk by supplying their address should use the provider’s
address.

Homeless Learners

o For a homeless learner living in supported accommodation, you should use the address
of the accommodation. For a homeless learner that does not have an address, you can
use the following entries:

Home postcode, field L17 — enter ZZ99 ZZZ.

Address line 1, field L18 — enter “homeless no address”.
Address line 2, field L19 — use the null value.
Address line 3, field L20 — use the null value.
Address line 4, field L21 — use the null value.

e This must only be used for homeless learners that do not have an address as experience
shows us that address information can be obtained for almost all learners. You may be
asked to explain the reason for a high incidence of “homeless no address” information

MOD Learners

o Forreasons of security it has been agreed that learners with the MOD should supply ‘the
base’ address.

OLASS funded learners

o Forreasons of security the address line 1 entered in this field should be the address line
1 of the prison. This must not included the prison name. The address line 2, 3 and 4
fields, fields L19 — L21 should contain the null value of 30 spaces.

L23 Contact telephone number

This field records the home telephone number of the learner. The information is used for
learner surveys.

Notes

e This field is optional. If no telephone number is provided, the null value of 15 spaces
should be used.
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¢ A telephone number is not required if the learner has indicated that they do not wish to
be contacted for research purposes. See the Restricted use indicator field, field L27.

e This field must not include brackets. Trailing spaces are allowed.

e The telephone number should not contain any spaces including between the STD code
and main number.

e The telephone number must not contain invalid characters.
Examples

A UK telephone number of (01234) 567890 is entered as 01234567890.
A non-UK telephone numbers of +0033 68 050 4553 is entered as 0033680505443.

L25 LSC number of funding LSC

This is the LSC number of the local LSC that the learner will be reported against on provider
funding reports and from whom the provider receives their funding and is contracted with.

Notes

e For providers that have a regional contract this is the LSC number of the LSC that has
agreed the learner activity in its area and which the learner is profiled against.

o Where a provider is contracting with the National Employer Service (NES), this field
should be 002 for all learners

o Where a provider is contracting with the National Apprenticeship Service (NAS), this field
should be 003 for all learners

e The funding LSC or region number in the learner and ILR header record must be the
same unless the header is 999 or 000

o If a learner undertakes more than one learning aim during a single academic year and
these aims relate to contracts with different LSCs, this cannot be returned within a single
learner record. A second learner record would need to be returned for the learner
containing the second learning aim and associated L25 number for that learning aim. All
other fields in the learner data set should be the same for both records.

o The funding LSC or region number must be a valid lookup and must not be 000 or 999
ESF Co-financed learners

o |If the learning aim is ESF co-financed, there should be a valid contract in the ESF
Contract Management Application (CMA) for provider number, LSC number, ESF Project
Dossier Number and Local project number combination.

The full list of LSC numbers and regional codes is in Appendix E of the ILR Specification
2009/10.

L27 Restricted use indicator

This field indicates the restrictions on the use of the learner record.

Code | Description

1 Learner has withheld permission for the Skills Funding Agency or other users to contact
them

> Learner is not to be contacted, for example where a learner has died, or suffered severe
illness during the programme

3 Learner has only withheld permission to be contacted about courses or learning
opportunities by post

4 Learner has only withheld permission to be contacted for survey and research
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9 No restrictions on using this learners record

Notes

o ltis important that this field is completed accurately in accordance with the learner’s
wishes and with their input. It should not be completed systematically by providers.

o The data held in this field is used by the Framework for Excellence programme to enable
learner feedback to be obtained. The Skills Funding Agency may wish to follow up
providers where this data has not been obtained in consultation with the learner.

e The data protection statement in Appendix F of the ILR Specification 2009/10 must be
included on all forms that collect ILR information.

e ‘Other users’ are defined as partner organisations that are listed on the Skills Funding
Agency website. They may receive aggregated information on learners rather than
whole data sets.

e Code 3 should be used where a learner has indicated they do not wish to be sent
information on courses or learning opportunities, but have not withheld permission to be
contacted for research or surveys.

o Code 4 should be used where a learner has indicated they do not wish to be contacted
by telephone or post by the Skills Funding Agency or its partner organisations, for the
purposes of surveys and research, but have not withheld permission to be contacted by
post about courses or learning opportunities.

L35 Prior attainment level

This field indicates the learner’s highest prior attainment when they first enrol with the
provider.

Code | Prior attainment

09 Entry level

07 Other qualifications below level 1
01 Level 1

02 Full level 2

03 Full level 3

04 Level 4

05 Level 5 and above

97 Other qualification, level not known
98 Not known

99 No qualifications

Notes

o A programme including AS levels and A2s is treated as a single programme.

e For learners undertaking a full level 2 or full level 3 qualification it is very important that
the prior attainment level of the learner is returned in this field since it is being used to
measure the contribution to reducing the number of adults who lack NVQ 2 or equivalent
as part of the Skills Strategy.

e The Skills Funding Agency and BIS are continuing to work closely with providers to
improve the recording of prior attainment level in this field. The focus of this work will be
on doing so for all learners on full level 2 or full level 3 qualifications. This will be the
subject of a credibility check and Skills Funding Agency follow up.
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o |If the learning aim is a full level 2 or full level 3 then the prior attainment in this field
should not be ‘Other qualification, level not known’ or ‘Not known’.

e The data captured in this field should be the learner’s prior attainment when they first
enrol with the provider. This field should not be updated if the learner progresses to
subsequent learning aims after completing their initial learning programme.

For a full list of level definitions please see Appendix G of the ILR Specification 2009/10.

L39 Destination

This field is used to identify the destination of the learner after completion of learning. It is
used to monitor destinations and effectiveness of learning with respect to employment.

It is only required for ESF Co-financed or ESF matched learners. It is not required for other
learners and the null value of 00 should be used.

Code | Destination Comments
04 Part time employment
10 Full time employment

11 Unemployed
53 Self employed

54 Entered further education
55 Entered higher education
59 Found voluntary work

The restricted use indicator L27 should be entered as 2 to
61 Death indicate that the learner should not be contacted. The
provider on-line system does this automatically.

The learners have entered education or training that is not

S Full-time education or training further education (code 54) or higher education (code 55).
Learners who are economically inactive, this is defined
as:

. of working age

76 Economically inactive o not employed
. not self employed
. not actively seeking work
. not in full-time education.

Not in education, employment
or training

Continuing existing
programme of learning

77

95

Code 97 should be used for learners that have transferred
97 Other to a new employer/provider/local LSC in the same
programme type

98 Destination unknown

Notes

e Codes 93 and 94 have been removed for 2009/10. These codes are no longer needed
to record where a learner has no open learning aims but has not completed or achieved
the apprenticeship framework. This information is indicated on the programme aim,
which will remain open in these circumstances.

¢ Data for continuing learners that were recorded with codes 93 and 94 should be re-
coded using code 95, until the framework programme aim is closed.

o Code 97 should be used for learners that have transferred to a new
employer/provider/local LSC in the same programme type.
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Awaiting Confirmation of Framework Achievement

If the learner is awaiting confirmation of framework achievement, the Completion status field,
field A34 and the Learning outcome field, field A35 in the programme aim should be updated
to reflect that this has not yet been received. Therefore field A34 should be recorded with
code 2, ‘completed learning activities’ and field A35 should be recorded with code 4, ‘exam
taken/assessment completed but result not yet known’ or code 5, ‘learning activities are
complete but the exam has not yet been taken and there is an intention to take the
exam/assessment’.

Awaiting start of next component

If the learner is awaiting the start of the next component learning aim, then the programme
aim remains open and the next learning aim should be recorded as soon as possible. If a
learner is taking an agreed break in learning the programme aim should be closed using
code 6 in field A34.

Progressing from ESF Co-financed activity

Where a learner has progressed from ESF Co-financed activity into a mainstream or other
learning programme with the same provider, code 95 should be recorded in this field. In
order to demonstrate the learner’s progression against ESF deliverables, code 105 should
also be recorded in the National learning aim monitoring field, field A46.

L41 Local learner monitoring

This field was previously controlled by local and regional arms of the LSC.
A local LSC could ask providers to complete for learners it funded to standards it published.

Notes

o Each local LSC informed its providers about the information it wished to see in these
fields.

e A similar local learning monitoring field also appears in the learning aim data set.

e Multi-site providers contracting with more than one local LSC should return the
appropriate values used by the local LSC which is provided the main LSC funding for the
learner.

¢ If this field is not being used, a null value of 12 zeros must be used.

L42 Provider specified learner data

This field can be used by a provider to collect additional data to allow analysis of the ILR to
its own requirements.

Notes

o The validation rules for this field allow all characters except *, ?, %, _ (underscore) and
the end of file marker to be used.

e This field is optional and where a provider decides not to use this field, a null value of 12
spaces must be used.

L45 Unique learner number

The learner’s unique learner number (ULN) should be recorded in this field. This number is
held on the unique learner number register, obtained from the MIAP Learner Registration
Service. It monitors progression from one provider to another and supports Skills Accounts
and Diplomas.
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Notes

o Provider software suppliers will be offered facilities and support by MIAP to enable the
learner’s ULN to be obtained electronically.

e Providers are encouraged to register learners with the Learner Registration Service and
obtain a ULN for them. If the learner already has a ULN, this should be recorded.

e Where a learner does not have a ULN, the null value of 10 zeros should be used.

e If a provider is experiencing difficulties obtaining a ULN for a learner then a value of
9999999999 can be recorded temporarily.

e Providers experiencing problems obtaining a ULN should contact the MIAP team at
miapserviceteam@lsc.gov.uk.

L46 UK provider reference number

The UK provider reference number is defined in the UK Register of Learning Providers
(UKRLP).

Notes
e The UKPRN is collected in addition to the existing UPIN, field LO1.

o If a provider has not been assigned a UKPRN, they should contact UKRLP and register
with them. The website can be found at www.ukrlp.co.uk/.

¢ Providers who have not been assigned a UK provider reference number, should use the
null value of eight zeros.
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Section 13: Learning Aim Data Set ILR Information

\ AO01 Provider number

This is the provider number of the provider contracted by the Skills Funding Agency to
provide learning to this learner.

Notes
e This number will be the same for all data sets for the learner.

e The provider number in this field must match the Provider number field, field LO1 in the
learner data set.

e Providers uncertain of their provider number should contact the Data Service.

AO03 Learner reference number

This field records the learner reference number. This is the learner reference number that
each provider allocates to a learner registered with them. It enables the learner to be
identified allowing data integrity to be maintained.

Notes
o This will be the learner’s reference code assigned by the provider.

o The learner reference code should be retained by the learner for any period of study with
the provider and should not be reused for a different learner.

¢ The number should be retained following any period of absence.

¢ Changes to the learner reference number should be avoided if at all possible between
years for continuing learners. If a provider does unavoidably have to change the learner
reference numbers used, for example because of a change to their MIS system, they
should contact the Service Desk at the Data Service on 0870 2670001 or
servicedesk@thedataservice.org.uk so that mapping information between the old and
new numbers can be obtained.

POL Users

Providers using the Provider On-Line (POL) system have the Learner Reference Number
automatically generated for each learner.

For POL users, where an existing learner record was not migrated to 2009/10 because they
ended their programme in 2008/09 and the learner has subsequently returned, you can use
the ‘search for previous year functionality by selecting the ‘08/09’ radio button on the POL
search screen. This enables you to find the record and migrate it to 2009/10 retaining the
existing learner reference number.

\ A04 Data set identifier code

This field identifies the type of data set. All learning aims must use code 30.

\ AQ05 Learning aim data set sequence

This identifies the sequence number of the learning aim data set and is used for internal
validation and integrity checks.

Notes

¢ The learning aim data set sequence number in this field must be in the range 01 to 98
and is used to identify learning aims where more than one learning aim is undertaken.
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e The learning aim data set sequence must not be greater than the entry in the Learning
aim data sets field, field LO5 at learner level.

\ AQ07 HE data sets

A Higher Education (HE) data set is not required and code 00 should be used.

\ A08 Data set format

This field identifies the type of data included in the data set.

Code | Description

4 ESF SR learning aims

o Code 4 must be used. All learning aim data sets are requested in ESF SR format.

A09 Learning aim reference

The learning aim reference code for the learning being undertaken should be recorded in
this field. This information is used to monitor learning aims and funding.

Notes

¢ A valid entry from the learning aim database (LAD) should be used in this field. The
status must not read ‘code unavailable’ or in the case of new starters ‘code unavailable
for new starters’.

e The LAD contains codes for externally validated learning aims offered in the sector. This
includes both funded and non funded learning aims.

e Providers are requested to notify the Data Service of learning aims missing from the LAD
when they start to enrol learners on the learning aim. Where a provider delays
requesting a code this may delay processing of the ILR data online. The Data Service
would not expect providers to request codes for use in 2009/010 after July 2010.

o If the learning aim is not one of the types which have class codes listed in Appendix H of
the ILR Specification 2009/10 then it will be necessary to notify the Data Service so that
a new learning aim code can be raised.

ESF Co-financed, Other LSC funded or Non-LSC funded learning aims
e The learning aim must be valid for this year for a new starter.
e The learning aim must be valid for this year.

e Learning aims categorised as soft outcomes in the LAD are only valid for ESF co-
financed learning aims or aims that are ‘Other LSC funded’.

ESF Co-financed learning aims

e If the learning aim is XESF0001, ZESF0001 or ZESF0002 the LSC funding stream field,
field A10 must be LSC ESF co-financed.

Externally Certified Qualifications

For learning aims that lead to an externally certified qualification, including externally
certified Skills for Life qualifications you must use the code for the aim from the Learning
Aim Database (LAD). The LAD web page contains links to access the on-line database and
to download a copy of the database. The page also contains links to a user guide and
overview document. http://www.thedataservice.org.uk/Services/DataCollection/software/lad/

Skills for Life
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If you are delivering Skills for Life qualifications in literacy, numeracy or ESOL through FLLN
you must use the appropriate Learning aim reference code from the LAD or the learners will
not be counted towards the national Skills for Life target.

Some examples of the Learning aim reference codes from the LAD for the national tests are
provided below:

o Certificate in Adult Literacy, Entry Level, EDEXCEL, LAR code 10020056
e Certificate in ESOL Skills for Life, Level 1, City and Guilds, LAR code 10037433
o Certificate in Adult Numeracy, Level 2, OCR, LAR code 10013647

For learning aims that do not lead to externally certificated qualifications and are not
Skills for Life you should use a ‘Z90AC’ code as described in Appendix A to this manual.
Appendix B lists the Tier 2 Sector Subject Area codes. The learning aim takes the form
‘Z90ACSSS’ made up of a lead code (Z9OAC) and a tier 2 sector subject area (SSS).

For Skills for Life courses that do not lead to an externally certified qualification
(including FLLN) you should use the appropriate codes listed below.

CBSP001 Basic Literacy Course, Pre-entry Level
CBSP0002 Basic ESOL Course, Pre-entry Level
CBSP0003 Basic Numeracy Course, Pre-entry Level
CBSE0001 Basic Literacy Course, Entry Level
CBSE0002 Basic ESOL Course, Entry Level
CBSEO0003 Basic Numeracy Course, Entry Level
CBS10001 Basic Literacy Course, Level 1
CBS10002 Basic ESOL Course, Level 1
CBS10003 Basic Numeracy Course, Level 1
CBS20001 Basic Literacy Course, Level 2
CBS20002 Basic ESOL Course, Level 2
CBS20003 Basic Numeracy Course, Level 2
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A10 LSC funding stream

The provider should indicate in this field the source of any funding it is receiving directly from
the Skills Funding Agency for the programme or learning aim.

Code | Description Use this code for
10 Adult Safeguarded Learning All provision funded from the Adult Safeguarded Learning
(ASL). (ASL) budget. The type of ASL activity being undertaken is

identified in the ASL provision type field, field A58, this must
be completed for all ASL provision. This code would only be
used for ESF match funding.

70 LSC ESF co-financed A learning aim is 100% ESF co-financed.

80 Other LSC funding stream First Steps provision and other pilots or programmes which
are not subject to formula funding including OLASS
provision where the learner is in custody. First steps
provision is non-formula funded provision from the Learner
Responsive budget. Learner data about first steps provision
should in most cases be included in a learner responsive
return.

If an ASL provider who is delivering first steps learning does
not usually make a learner responsive return then they can
include these learners in their ASL ILR return.

99 No LSC funding for this All other aims not directly funded by the LSC. This includes
learning learning aims delivered on behalf of another provider (who
may be directly in receipt of LSC funding for them), that is
learning aims that are sub-contracted or franchised in to the
provider.

e For further details of learner eligibility for funding refer to the funding guidance for
2009/10.

A23 Delivery location postcode

This records the postcode where the actual learning takes place. There is no requirement for
providers to update this information if the learner’s delivery location changes.

Notes

o Use a valid postcode. The postcode should conform to the format as defined in
Appendix C of the ILR Specification 2009/10. Examples of the format are also included.

e Where delivery is at more than one location return the postcode of the location at which
the majority of learning is delivered.

o Where provision is delivered away from a learning centre, for example distance or e-
learning then the following code should be entered: 7799 777

o Where the delivery point is a building site without a postcode, the local provider’s
postcode should be used.

e This field is collected to allow analysis of ASL provision for Area Reviews, consistent with
other provision.

A27 Learning start date

This should be the date the learner started learning on the aim and could be at any time
during a programme. This date is important for the distribution of funding and should not be
altered or amended to reflect the start date for each year of the learning aim. The information
is used to monitor the time taken to complete learning and for funding calculations.
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Notes

e The learning start date should be the date learning on the learning aim or began or in the
case of a transfer or re-start, the date on which learning re-started.

o It is sufficient for the date held in this field to be accurate to within a week, providing that
any approximation does not result in a learner being wrongly included or excluded in the
funding calculations.

e For open learning or distance learning, record the date on which the first course material
is sent or presented to the learner

o For accreditation of prior experience and learning, record the date on which the
accreditation process started.

A28 Learning planned end date

This field records the date the learning aim is planned to be completed. This date is used to
calculate learning delivery timescales and funding.

Notes

o The planned end date of the learning aim must be entered in this field at the start of the
learning aim and must be a valid date. This should remain constant. It is not expected
to be a rolling date subject to changes.

o If alearner continues their study beyond the planned end, this should be reflected in the
learning actual end date, field A31. The learning planned end date must remain
unchanged.

Assessing planned length of stay

o ltis important that this date is set realistically based on historic performance, published
average lengths of stay and a thorough assessment of the learner at initial assessment.
See the funding guidance documentation for further information.

o ltis sufficient for the date held in this field to be accurate to within a week, providing that
any approximation does not result in a learner being wrongly included or excluded in the
funding calculations.

e The LSC produced data on average and range of lengths of stay for work-based
learning, at a learning aim level to assist providers in setting realistic planned end dates.
This is available at:
http://readingroom.lsc.gov.uk/Isc/National/\WWBLLengthofstaydataexternal200405p12data.
xls

A31 Learning actual end date

Records the date the learner completed the activities needed to complete the learning aim or
the date the learner withdrew or transferred from this activity. The information is used to
compare the expected completion time with the actual time taken.

Notes

e The null value of 00000000 should be returned until the learning actual end date is
known and the learner has finished.

e A valid date (not 00000000) must be returned when the Completion status field, field A34
is returned with a value other than 1,the learner is continuing or intending to continue the
learning activities leading to the learning aim’.

o ltis sufficient for the date held in this field to be accurate to within a week, providing that
any approximation does not result in a learner being wrongly included or excluded in the
funding calculations.
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o If the Learning actual end date is on or before 31 July 2010 then the learning aim must
be included in the 2009/10 ILR returns. It should not be returned in the 2010/11 returns.

e The learning actual end date should include time for examinations and assessments.

A34 Completion status

This field indicates the degree of completion of the learning activities leading to the learning
aim.

Code | Description

1 The learner is continuing or intending to continue the learning activities leading to the
learning aim

2 The learner has completed the learning activities leading to the learning aim

3 The learner has withdrawn from the learning activities leading to the learning aim
The learner has transferred to a new learning aim. That is, the learner has withdrawn from

4 this learning aim and as a direct result has at the same time started studying for another
learning aim within the same provider

Notes

All learning aims including the programme aim

e This field should be used to record the completion status of the learning aim recorded in
the learning aim reference field, field A09. For programme aims this should be the
completion status of the entire programme.

e Code 1 must not be used if the actual end date field, field A31 has been completed.
e Code 1 must be used if the actual end date has not been entered.

e Code 1 must be used where the learning outcome field, field A35 has been completed
with code 9, study continuing.

A35 Learning outcome

This field indicates the learning outcome. It indicates whether the learner achieved the
learning aim, achieved it partially or had no success. This information is used for
performance indicators and management information. This field does not affect
achievement funding.

Code Description Use this code when
1 Achieved
2 Partial achievement

The learner has decided to not take the exam /
be assessed.

The exam has been taken but the result is not
Exam taken/assessment completed but | yet known or the learning activities are complete
result not yet known but the exam has not yet been taken. Codes 4
& 5 are classified as unknown outcomes.

The learning activities are complete but the

Learning activities are complete butthe | exam has not yet been taken. Codes 4 & 5 are
5 exam has not yet been taken and there | ¢|assified as unknown outcomes.

is an intention to take the exam

3 No achievement

9 Study continuing

Notes

e This field should be used to record the learning outcome of the learning aim recorded in
the learning aim reference field, field AQ9.
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e Code 9 must be used if the Completion status field, field A34 is code 1, ‘the learner is
continuing or intending to continue the learning activities leading to the learning aim’.

Key Skills

o For Key Skills, Code 2 should be used where the learner does not achieve the
qualification but passes either the end test or the portfolio.

A36 Learning outcome grade

This field records the examination grade awarded to the learner for the learning aim. The
field should include all relevant qualifications, including entry level and Skills for Life
provision. A complete list of valid grades can be found in the ILR Specification for 2009/10.

Notes

o The field length of this field has been extended from 2009/10 from three characters to six
characters to allow new longer grade combinations to be recorded. Data for any
continuing learners would be recorded with the addition of three spaces added to the
right.

e This field should be returned for all qualifications where the grade is meaningful,
including all Skills for Life provision.

e This field should be included in the final ILR return. Where the information is available
for earlier returns, it should be included.

o Where a learner has been entered for an examination but not achieved a GCE A, AS
level, or GCSE qualification, providers should enter grade U or N as appropriate.

o For AS level qualifications where a learner declines certification the grade achieved by
the learner should be recorded. The grade can be identified from the individual module
marks issued by the awarding body.

e The outcome grade for entry level learning aims and aims that count towards the Skills
for Life target should be recorded using one of EL1, EL2 or EL3.

e This field must be used to record the outcome of basic skills diagnostic assessments. If
the learning aim is not a basic skills diagnostic assessment, the outcome grade in this
field must not be one of the grades which are specifically assigned for those
assessments.

o If alearner has been awarded a grade which is not included on the list then the code
OTH should be used.

¢ If the Learning outcome field, field A35, is completed with ‘exam taken but result not
known’, ‘learning activities are complete but the exam has not yet been taken and there
is an intention to take the exam’ or ‘study continuing’, the outcome grade must not be
entered in this field.

¢ If the outcome grade is not returned, the null value of six spaces must be used.
Programme aim

e This field is not required and the null value of six spaces must be used.

A46 National learning aim monitoring

This field records whether the learning aim or programme is being studied as part of a
Government initiative or in special circumstances.

Notes
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e The National Learning Aim Monitoring Codes document contains all of the valid codes
available for this field. It is not academic year specific. The date valid from column
should be used to determine whether the code is valid for use.

e The field can hold any two valid values.

¢ |f only one national learning aim monitoring code is being used, this code should be
entered in A46a, for example 083999.

ESF Co-financed learners

e Code 105 has been added to this field in 2009/10 for use by ESF co-financed learners
who have progressed from ESF Co-financed activity into a mainstream or other learning
programme with the same provider. This data is required to monitor learner progression
against specific ESF deliverables and cannot be obtained from the Destination field, field
L39, which would show the learner as continuing (code 95).

National Skills Academies

e Codes 046-060 for National Skills Academies have been removed from 2009/10. In
2009/10, this data will be collected in field A63. Data recorded in this field for continuing
learners should be mapped to the new codes in field A63 and replaced by 999 in this
field.

A full list of codes can be in the National learning aim monitoring code document.

\ A47 Local LSC learning aim monitoring (optional)

This field was previously controlled by local and regional arms of the LSC.

This (optional) field was used by the local LSC to define learning aim monitoring information.
Programme aim

e This field is not required and a null value of 24 zeros must be used.

All other learning aims

e Each local LSC informed its providers about the information it wished to see in these
fields, this field is optional for providers.

e A similar local learning monitoring field also appears in the learner data set which also
occurs twice.

o If this field is not required, a null value of 24 zeros must be used.

\ A48 Provider specified learning aim (optional)

This (optional) field can be used by the provider to define monitoring information. It is used
by providers to allow them to analyse the ILR data to their own requirements.

Notes

o Providers do not need to use this field, it is entirely optional, and the information authority
will not instruct providers to use this field.

e If completed this field must not contain any invalid characters, which are wildcards *, ?,
%, _ (underscore) and the end of file marker.

o If this field is not required, the null value of 24 spaces must be used.

\ A49 Special projects and pilots
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This field Indicates participation in a special project or pilot.

Notes

o The Special Projects and Pilots document contains all of the valid codes available for this
field, but is not academic year specific. The date valid from column should be used to
determine whether the code is valid for use.

e The Skills Funding Agency informs providers of the codes to be used. Valid codes are:

0 SS001 to SS150 — Sector strategy pilots
o CV001 to CV500 - Centres of Vocational Excellence (CoVESs)
0 SPO001 to SP500 — Other special project and pilots.

e The Skills Funding Agency directorate responsible for running the project or pilot will
issue codes to any providers involved. Examples of special projects and pilots are
sector strategy pilots such as OSAT, which aims to deliver on-site training to learners in
the construction industry.

o If the learning aim is not part of a special project or pilot programme the null value of five
spaces must be used.

A50 Reason learning ended

This field indicates the reason the learning on this aim has finished.

Code Description

01 Learner ALSN status changed, so a new learning aim is created

02 Learner transferred to another employer / provider / local LSC in the same programme type

03 Learner injury / illness

04 Learner progressing to Advanced Apprenticeship — non E2E learners

05 Learner progressing to NVQ 3

06 Learner h_as stopped on this aim due to a change in funding. — Learning should continue on
another aim.

07 Learner transferred between provide_rs du<_a to interv_ention by the LSC. This_ is USL_Ja_IIy
where the LSC has stopped contracting with a provider for all or part of their provision.

20 Learner_progr_essing to Apprenticeship / Advanced Apprenticeship / programme led
Apprenticeship

23 Learner progressing to employment with training at level 2 or above

24 Learner progressing to employment without training at level 2 or above

25 Learner progressing to FE, New Deal or other structured learning below level 2

26 Learner progressing to FE, New Deal or other structured learning at level 2 or above

27 OLASS learner withdrawn due to circumstances within the provider’'s control

28 OLASS learner withdrawn due to circumstances outside the providers’ control

29 Learner has been made redundant

96 Learner is continuing on this aim

97 Other

98 Reason not known

Notes

o When using code 06, learning should continue on another aim.
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e Where learning on the programme continues after this aim has finished, you should use
code 97.

o Where this is the last aim of the programme to finish, you should use the most
appropriate code

e Code 29 has been added to this field for 2009/10 to record learners who have stopped
learning on this learning aim mainly as a result of being made redundant

¢ Redundancy is defined as the loss of employment for reasons not related to the
individual concerned. This occurs where an employer :

(i) ceases, or reduces, the business activity for which the individual was employed

(i) ceases, or reduces, that business activity in the location where the individual was
employed

\ A55 Unique learner number

The learner’s unique learner number (ULN) should be recorded in this field. The information
is used to carry out analysis of learners as they progress and to support Skills Accounts and
Diplomas.

Notes

e Learner ULNs can be obtained from the MIAP Learner Registration Service.

e Providers are encouraged to register learners with the Learner Registration Service and
obtain a ULN for them. If the learner already has a ULN, this should be recorded.

e The unique learner number in this field must match the unique learner number in the
ULN field in the learner data set.

¢ Where a learner does not have a ULN, the null value of 10 zeros should be used.

o If a provider is experiencing difficulties obtaining a ULN for a learner then a value of
9999999999 can be recorded temporarily.

e Providers experiencing problems obtaining a ULN should contact the MIAP team at
Irssupport@miap.gov.uk.

A56 UK provider reference number

This field should be completed using the UKPRN as defined in the UK Register of Learning
Providers (UKRLP) and can be found at www.ukrlp.co.uk.

e This field will be collected in addition to the existing UPIN, field A01.
¢ The UKPRN entered in this field must match the UKPRN field in the learner data set.

o If a provider has not been assigned a UKPRN, they should contact the UKRLP and
register with them.

e Providers who have not been assigned a UK provider reference number, should use the
null value of 8 zeros.

A58 ASL provision type

This identifies the type of Adult Safeguarded Learning (ASL) activity undertaken.

Code Description

01 Personal and community development learning (PCDL)
02 Neighbourhood learning in deprived communities (NLDC)
03 Family literacy language and numeracy (FLLN)
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Code Description

04 Wider family learning (WFL)
05 Non-safeguarded learning — First Steps
99 None of the above

ESF Provision

¢ In most cases data about Adult Safeguarded Learning or first steps provision will not be
returned in an ESF SR return and code 99 should be used. An exception to this would
be where this learning provision is being used for ESF match funding.

A59 Planned Credit Value

This field records the credit value of the learning aim and is only required for learners
undertaking qualifications accredited within the Qualifications and Credit Framework (QCF).

Programme aim
e This field is not required and a null value of 000 must be entered.
QCF Learning aims

e This field must be completed for all QCF learning aims that have a start date on or after
1 August 2008.

e The planned credit value entered in this field, must be a value in the range 000 to 999.

e This field should record the planned credit value of the learner’s learning aim. Each QCF
qualification and unit has a credit value and the aggregate of units and qualifications in
the learning aim will establish an overall credit value of the learning programme.

e The credit values of all units and qualifications in the QCF are stored on the National
Database of Accredited Qualifications

e The value entered should be the planned credit value agreed/defined at the beginning of
the learning period. This should remain constant. It is not expected to be a rolling
number of credits subject to change.

Non QCF learning aims

e Where the learning aim is not accredited into the QCF, a null value of 000 should be
returned.

\ A60 Credits achieved

This field records the amount of credits achieved by the learner when the learning aim is
completed or study ceases. It is only required for learners undertaking qualifications
accredited within the Qualifications and Credit Framework (QCF).

Notes

o Where the learner is still continuing in learning, this field should contain the null value of
000.

¢ |[f the learning aim is not a QCF accredited aim then a value of 000 should be entered or
the field left blank.

Programme aim

o This field is not required and a null value of 000 must be entered.
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QCF Learning aims

e This field must be completed for all QCF learning aims if the start date of the learning
aim is on or after 1 August 2008 and the Learning outcome recorded in A35 is ‘Achieved’
or ‘Partial achievement'.

o Where the learner is still continuing in learning, this field should contain the null value of
000.

e This field should record the number of credits actually achieved by the learner when the
learning aim is complete or study ceases. Each QCF qualification and unit has a credit
value and the aggregate of units and qualifications in the learning aim will establish an
overall credit value of the learning programme.

e The credit values of QCF accredited learning aims are stored on the National Database
of Accredited Qualifications and can be obtained from this.

Non QCF Learning aims

o Where the learning aim is not accredited into the QCF, a null value of 000 should be
returned.

\ A61 Project dossier number

This records the project dossier number indicating the priority level of the activity being
undertaken.

Notes

e This field has been added to the learner responsive, employer responsive and ESF SR
collections for 2009/10 to collect data that was previously collected in field E22, which
has been removed from the ILR for 2009/10. It only needs to be completed for ESF co-
financed and matched learners.

o Data for any continuing learners that was previously recorded in field E22 should be
recorded in this field from 2009/10 onwards. The field specification has not been
changed and existing data does not need to be amended in any way.

ESF co-financed learning aims (where A10=70)

e This field must be completed with the project dossier number. The project dossier
number will be supplied to providers the Skills Funding Agency.

e The format of the Project Dossier Number is as shown below:
AABBBCDDE, where

AA the year, either, 07, 08, 09 or 10 -15

BBB a three digit number

C the letter ‘L’

DD the region, either EA, LN, EM, NE, NW, SE, SW, WM, YH, ME,
SY or CO

E the priority, either 1, 2, 3,4, 50r 6

Learning aims that are not ESF co-financed or being identified as match
e This field is not required and a null value of nine spaces must be entered.
Other learning aims

For ESF indirect beneficiaries, that is where learners are being identified as match only, this
field may not be required, and the box can be left blank. The Skills Funding Agency will
inform you of whether this field needs to be completed for match learners.
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For all other learning aims, including the programme aim, this field is not required and should
be left blank or the null value used.

A62 ESF Local project number

This must be completed for ESF co-financed learning aims and may be required for some
matched learning aims.

Notes

e This field has been added to the learner responsive, employer responsive and ESF SR
collections for 2009/10 to collect data that was previously collected in field E23, which
has been removed from the ILR for 2009/10. It only needs to be completed for ESF co-
financed and matched learners.

o Data for any continuing learners that was previously recorded in field E23 should be
recorded in this field from 2009/10 onwards. The field specification has not been
changed and existing data does not need to be amended in any way.

ESF co-financed learning aims (where A10=70)

» This field must be completed with the local project number. The local project number will
be supplied to providers by the Skills Funding Agency.

Learning aims that are not ESF co-financed or being identified as match
e This field is not required and a null value of 000 must be entered.
Other learning and programme aims

For all other learning aims, including the programme aim, this field is not required and should
be left blank or the null value used.

A63 National Skills Academy

This field identifies delivery of learning by a National Skills Academy (NSA).

Code Description

01 Fashion Retail

02 Manufacturing

03 Financial Services

04 Construction

05 Food and Drink Manufacturing
06 Nuclear

07 Process Industries

08 Creative and Cultural

09 Hospitality

10 Sport and Active Leisure

11 Retail

12 Materials, Production and Supply
13 National Enterprise Academy
14 Social Care

15 Information Technology

16 Power

17-30 Unassigned

99 None of the above
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Notes

o National Skills Academies (NSAs) are centres of excellence dedicated to driving up skills
and becoming the lead for employers and providers for their sector. They are national
centres developing networks of training providers including some Training Quality
Standard accredited providers and Centres of Vocational Excellence.

e The NSA network is continuing to expand with a view to developing an academy in each
major sector of the economy.

o NSAs represent a large investment of public funding and will deliver both LSC funded
and non-funded provision. In order to evaluate the NSA network and demonstrate
impact and value for money there is a requirement to produce achievement and success
rate data at the individual NSA provider level.

Learning aims that are delivered by a National Skills Academy (NSA)
e This field must be completed with a valid code from the above list.

e This field replaces the use of the national monitoring codes in the National learning aim
monitoring field, field A46 for these types of activity. The NSA codes in field A46 have
been removed for 2009/10 and all National Skills Academies including data for
continuing learners from 2008/09 should be recorded in this field.

e The use of the unassigned codes is only to be authorised by the information authority.
Learning aims that are not being delivered by a National Skills Academy (NSA)

e Code 99, ‘None of the above’, must be used.

A66 Employment status on day before starting learning aim

To identify what the learner was doing before joining the ESF programme.

This field is only completed for aims that are ESF co-financed or matched.

Code Description

01 Employed

02 Full time education or training
03 Self employed

04 Unemployed

06 Economically Inactive

07 14-19 NEET

98 Not known / not provided
Notes

Volunteers

e Alearner who is a volunteer with an employer should not be recorded as ‘Employed’
unless they are employed elsewhere with a contract of employment for 16 hours per
week or more.

Unemployment

¢ Unemployment is defined as a period where a person is not in paid employment and is
actively seeking work. Registration with Jobcentre Plus is not needed as evidence of
unemployment.

Economically Inactive

e Learners who are economically inactive (code 06) are defined as:
o of working age, and
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0 not employed, and
0 not self employed, and
o not actively seeking work, and
o not in full time education.
14-19 NEET
e Learners who are 14-19 NEET (Not in Education, Employment or Training) (code 07) are
defined as:

o Not in full time education whether in a school, an FE institution or an HE
institution

0 Notin employer based learning (including apprenticeships or NVQ learning)

0 Notin other education or training (including independent colleges or training
centres or receiving training or part time education but not employed)

0 Not in employment

0 Aged 14 and 15 who are at risk of becoming NEET when they leave school, for
example those identified by the Connexions Service as needing ‘support’ or
‘intensive support’.

ESF co-financed and matched learning aims

e This field must be completed for all ESF co-financed and matched learning aims. It is
required to establish eligibility for ESF co-financing and for claims to government office.

e |[f the learning aim is ESF co-financed, the null value cannot be used and code 98 ‘not
known/not provided’ must not be used in this field.

A67 Length of unemployment before starting ESF project

This field records the time spent unemployed before joining the ESF project. It only needs to
be completed for ESF co-financed and matched learners.

For all other learning aims, including the programme aim, this field is not required.

Code Description

01 Less than 6 months

02 6-11 months

03 12-23 months

04 24-35 months

05 Over 36 months

98 Not known / not provided
99 Not unemployed

ESF Co-financed learning aims and Matched learning aims
e This field only needs to be completed for ESF co-financed and matched learners.

o ltis the provider’s responsibility to make sure that they accurately record the length of
time that the beneficiary was unemployed before they started on an ESF project.

e |If the learning aim is ESF co-financed, the null value and code 98 ‘not known/not
provided’ must not be used in this field.
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o The following situations are considered as periods of unemployment:
o0 On Invalidity Benefit
0 On Sickness Benefit
0 On Severe Disablement Allowance
0 In custody.

e Where unemployment cannot clearly be shown, the beneficiary must serve the qualifying
period again. Beneficiaries may only continue to work on the current project with the
agreement of the provider.

o The following situations do not affect qualifying periods of unemployment for the
beneficiary:

0 Casual or temporary work of not more than four weeks

o Part-time work of less than 16 hours a week in total, provided that the skills
needed for the work will not lead to greater involvement in the labour market

o Time spent on an earlier ESF project where the current project will develop the
previous one.

o The following situations do not count as periods of unemployment:
o Time spent on work-related government programmes such as New Deal
0 Where people are considered to form part of the workforce
o Days for which Statutory Sick Pay or Statutory Maternity Pay have been claimed
o Time spentin compulsory education
o0 Time spent on training or education courses that last longer than four weeks.

o Code 99 ‘not unemployed’ must not be used in this field if the Employment status on day
before starting learning aim field, field A66 is ‘unemployed’.

o |f the Employment status before starting is ‘employed’, ‘full time education’, ‘self
employed’, ‘economically inactive’, code 98 ‘not unemployed’ must not be used in this
field.

¢ If the Employment status before starting is ‘not known/not provided’, then code 98 ‘not
known/not provided’ must not be used in this field.

All other learning aims including the programme aim

e This field is not required and a null value of 00 must be entered.

A68 Employment outcome

This field indicates where a funded employment outcome is gained. The learning aim must
be part of the employment outcomes funding pilot. This information is used to monitor and
fund employment outcomes on programmes that are eligible for such funding.

Code Description

01 Employment outcome (with training) gained on eligible funded programme
02 Employment outcome (without training) gained on eligible funded programme
99 No employment outcome gained
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Notes

Al

Al

This field should be completed only for learning aims which are either part of a
programme that is funded to deliver employment outcomes or a programme where
separate employment outcome payments are made. Providers should refer to the
funding guidance for details of such programmes.

For 2009/10 these include: Skills for Jobs, the Employability Skills Programme and the
recently announced training offers for those facing redundancy or newly made redundant
and those unemployed for 6 months or longer.

Providers are expected to keep documentary evidence of eligibility for employment
outcome payments, in line with the guidance for each provision package and this will be
subject to audit.

Other programmes may be introduced during 2009/10 which are also funded to deliver
employment outcomes and this field should be completed where required in line with the
relevant programme guidance.

learning aims which are eligible for funding for employment outcomes

For a learning aim which is part of a programme that is funded for delivering employment
outcomes as described in the notes above, this field must be completed. This includes
programmes that only receive on-programme payments and also those with separate
employment outcome payments.

This field must be completed with a valid code from the above list if entered.

other learning aims including the programme aim

If the learning aim is part of a programme which does not fund employment outcomes
the null value of 00 must be entered.
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