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1 Section 1: Essential Information

Where to find the Individualised Learner Record (ILR) form

.
An electronic file of the ILR form is available in PDF format.  If you require a copy of this file contact the Data Manager at your Local Learning and Skills Council. The document is available to down load at: http://www.lscdata.gov.uk/data/ilr_2003_04.html
Other documents and data sources referred to in this guidance
Documents are referenced in this guidance by their ‘Title in Italics’.  To complete the Individualised Learner Record (ILR) form you may need to refer to the following documents, including relevant Annexes:

1. ‘Specification of the Individualised Learner Record for 2003/04’
Also referred to as the ‘2003/04 ILR spec’
http://www.lscdata.gov.uk/data/ilr_2003_04.html 

Annex A


Collection timetable for WBL 

Annex B


Migration information 

Annex C


Valid postcode format 

Annex D


Country of domicile codes 

Annex E


LSC numbers 

Annex F


Data Protection statement 

Annex G


Prior attainment levels 

Annex H


Learning aim class codes 

Annex I


Forms to accompany ILR data transmissions   

Annex K


Definition of terms

Annex L


SOC 2000 codes 

Annex M


WBL Learning aims matrix
2. ‘Introduction to completing the 2003/04 ILR form’
http://www.lscdata.gov.uk/data/ilr_2003_04.html
3.  ‘ILR form quick reference code tables’ 
A document listing valid field codes for a WBL format ILR return.
http://www.lscdata.gov.uk/data/ilr_2003_04.html
4. ‘ESF co-financing quick reference guide’
A document listing valid field codes for an ESF co-financing data set within an ILR return.
http://www.lscdata.gov.uk/data/ilr_2003_04.html
5. Requirements for WBL funding 2003/04’ 
http://www.lsc.gov.uk/news_docs/WBL_funding.doc
6. The LSC learning aim database (LAD), for details for all sector codes and learning aims.
http://providers.lsc.gov.uk/
7. The validation rules implemented in the on-line data collection systems and the Learner Information Suite.  A spreadsheet of validation rules and an accompanying guidance document.  
http://www.lscdata.gov.uk/data/ilr_2003_04.html
8. Learner Information Suite (LIS)
http://www.lscdata.gov.uk/data/learner_information_suite.html
Further information and help

The definitive guide to returning data to the LSC is the ‘2003/04 ILR spec’.  Managers responsible for returning data to the LSC should have a good working knowledge of this document.  This manual is intended to provide guidance where different ILR fields are interrelated, which is not applicable to include in the ‘2003/04 ILR spec’.  For further assistance in returning ILR data please contact your local LSC.

An additional document, the ‘Introduction to completing the 2003-04 ILR form’ has been published and is aimed at staff in WBL providers who are unfamiliar with completing the ILR form.  In that document example ILR data is used to illustrate how different learning scenarios should be recorded on the ILR form, it should be used in conjunction with this support manual, which is a more comprehensive guide for WBL providers. 

If after consulting these documents you cannot find a valid code that accurately describes the circumstances of the learner or their learning programme, or you have any other issues concerned with the application or interpretation of this guidance, please contact your local LSC.
Local LSC contact details can be found in the ‘Contact Us’ section of the LSC web site at http://www.lsc.gov.uk/National/Corporate/default.htm
Where to find the Training Provider Statement (TPS) form

The form is used by WBL providers to record the amounts earned on some elements of non formula funded provision each month during 2003/4. In 2003/4 providers must return TPS data (including indicating a NIL return) using the LSC data collection portal http://www.providers.lsc.gov.uk/. There is no requirement to return the paper copy of the form to the LSC, however the provider must sign and retain a copy of the form at their own premises for audit purposes.  

Further information and the TPS form can be found on the LSC website at http://www.lscdata.gov.uk/data/ilr_2003_04.html

.

Data Protection Statement 2003/2004

“Data Protection Act 1998 – The information you provide on this form will be passed to the Learning and Skills Council (the LSC). The LSC is responsible for funding and planning education and training for young people and adults in England, and is registered under the Data Protection Act 1998. The information you provide will be shared with other organisations for the purpose of administration, careers and other guidance, and statistical and research purposes. Other organisations with which the LSC will share information include, the Department for Education and Skills, Connexions, Higher Education Statistics Agency, Higher Education Funding Council for England, educational institutions and organisations performing research and statistical work on behalf of the LSC or its partners. The LSC is also a co-financing organisation and uses European Social Funds from the European Union to directly or indirectly part-finance learning activities, helping develop employment by promoting employability, business spirit and equal opportunities, and investing in human resources. Further information about partner organisations and what they do, may be found at http://www.lsc.gov.uk, and by following the links to data protection. 

At no time will your personal information be passed to organisations for marketing or sales purposes. From time to time students are approached to take part in surveys by mail and phone, which are aimed at enabling the LSC and its partners to monitor performance, improve quality and plan future provision. 

Tick this box if you do not wish to be contacted by the LSC or its partners in respect of surveys and research. The LSC values your views on the education or training which you receive, and will use these to help bring about improvements for learners in England.

The LSC or its partners may wish to contact you from time to time about courses, or learning opportunities relevant to you. Please tick here if you do not wish to be contacted about courses or learning opportunities by post. “
Definitions of words and terms

Programme

A WBL programme is defined as all of the learner’s activity, which uses the resources of the provider and may be composed of one or several learning aims.  For example, an advanced modern apprenticeship (AMA) programme may be composed of an NVQ, key skills and a technical certificate.
Learning aim

A learning aim is a qualification such as an NVQ or a non-qualification such as XE2E0001, which is a generic code for Entry to Employment (E2E).
Main aim

The main learning aim is the learning aim within the WBL learning programme that defines the programme type and the funding.  As such there can only be one main learning aim within each learning programme.  The main aim will determine the on programme and achievement payments and is identified in the ILR using code 40 in the LSC funding stream, field A10. 

For example, for an FMA or AMA framework, the main aim is an NVQ level 2 or 3, delivered as part of the framework.  For E2E programmes, the main aim is not a qualification and is identified in the ILR using code XE2E0001 in the Learning aim reference, field A09.  For other programme types, the main aim is an NVQ level 1 to 4 or equivalent qualification.  

Subsidiary aim

Where the learning programme is composed of more than one learning aim, all other aims within the programme except the main aim are defined as subsidiary learning aims.  Subsidiary aims include learning aims for technical certificates and key skills that form part of an FMA or AMA.

Changes from 2002/03
The key changes to the ILR form 2003/04 are the requirement on providers to record multiple learning aims.  When the learner starts a learning programme, each learning aim within the programme is recorded separately on the ILR form. For FMA/AMAs, technical certificates and key skills are now recorded as separate subsidiary learning aims.  

NVQ level 1 for 16-18 year old learners, lifeskills, and preparatory learning and have been replaced with a new E2E programme.  Each of the learning aims within the E2E programme is recorded as a subsidiary learning aim, under a main E2E programme, which is identified by a generic learning aim reference, using the code XE2E0001.

The FEED date has been replaced with a new field that records the number of on-programme payments (OPPs).  Some of the codes in the Destination field, L39 have been moved to a new field, Reason learning ended, A50, which is recorded for the main learning aim every time the learner either finishes their programme or takes a break from learning.  

The Additional learning needs field has been moved from the learner data set to the learning aim data set.  This means that when there is a change to the learner’s ALSN status, their current programme is now stopped, and the learner re-started on the programme with their new status.  This change is recorded in the new Additional learning needs field, A53 and also in the Reason learning ended field, A50.  Because the ALSN field has moved to the learning aim data set there is no need to change the learner reference number if ALSN status changes.

Migration 

Migration is the process by which work based learning (WBL) data is converted from the ILR 2002/03 format, to the ILR 2003/04 format.  It will be applied using the 2002/03 ILR database and for each learner that does not have an actual end date set, the process will format and write all of the relevant records to the 2003/04 ILR database.  The format and content of the 2002/03 database will be unchanged by the migration process.

POL (Provider On-Line) providers will have data migrated automatically by 18 August 2003.  It is essential that providers using batch ensure that their software supplier sets up their system according to the ‘2003/04 ILR spec’ published by the LSC.  Although all live 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.  The ILR 2002/03 to ILR 2003/04 migration guidance has been published on the LSC website as Annex B of the ‘2003/04 ILR spec’.  
How to use this guidance

This provider support manual is separated into two sections:

Section 1 provides the name, description and valid entries for each question on the ILR form.  These are given in numerical order by the question (ILR field) numbers. The table below is an index and shows the location of each question in section 1 of this support manual.
Section 2 describes how to update the ILR form to show changes and record the completion status of learning aims.  Tables of valid entries for fields that are interrelated are used as a guide to closing learning aims under different circumstances (scenarios).

Two annexes are published separately to the manual:

Annex A ‘ILR form quick reference code tables’ provides a quick reference guide including the valid codes for completing Parts A, B and C of the ILR form.
Annex B ‘ESF co-financing quick reference guide’ provides a quick reference guide including the valid codes and guidance for completing Part D of the ILR form, the ESF co-financing information.

Index of 2003/04 ILR form questions

The key to the question number prefix is:

L= question about the learner

A= question about the learning aim

E= ESF co-financing question
† shows that a question title is different from the ILR field name
ILR form question 




































Page number

14L01 Provider number (UPIN) †


14L03 Learner reference number


14L09 Learner’s surname †


14L10 Learner’s forenames


14L11 Date of birth


15L12 Ethnicity


15L13 Sex


15L14 Learning Difficulties/Disabilities †


16L15 Disability or Health Problem †


16L16 Learning difficulty


17L17 Home postcode


17L18 Home Address – Street †


17L19 Home Address – Suburb/Village †


17L20 Home Address – Town/City †


17L21 Home Address – County †


17L22 Current postcode


17L23 Contact Telephone Number (inc STD code) †


18L24 Country of domicile


18L25 LSC No. †


18L26 National insurance number


18L27 L27a and L27b†


19L28 Eligibility for enhanced funding


19L34 Learner Support Reason


19L35 Prior attainment level


20L36 Status on day prior to learning †


20L37Status on first day of learning †


20L38 Employment status on last day of learning


20L39 Destination


21L40 National learner monitoring


21L41 Local LSC learner monitoring †


21L42 Provider specified learner data


21L44 NCS delivery LSC


21A01 Provider number


21A02 Contract / Allocation type


21A03 Learner reference number


22A09 Learning aim reference number


22A10 LSC funding stream


23A15 Programme type


23A16 Programme entry route


23A23 Delivery location postcode


24A24 SOC code †


24A26 Sector code †


24A27 Learning start date


24A28 Planned End Date †


24A31 Learning actual end date


25A34 Completion status


25A35 Learning outcome


25A37 Number of units completed from a full learning aim †


26A38 Number of units required to achieve full learning aim †


26A40 Achievement date


26A43 Framework Achievement Date †


26A44 Placement employer name


27A45 Placement Postcode †


27A46 National learning aim monitoring


27A47 Local LSC learning aim monitoring †


27A48 Provider specified learning aim data


27A49 Special projects and pilots


28A50 Reason learning ended


28A51 No. of OPPs †


28A53 Additional Learning/Social Needs †


29E08 Date started ESF co-financing


29E09 Planned end date for ESF co-financing


29E10 Date ended ESF co-financing


29E11 Industrial sector of learner’s employer


29E12 Employment status on day before starting ESF project


30E13 Learner’s employment status


30E14 Length of unemployment before starting ESF project


30E15 Type and size of learner’s employer


30E16 Addressing gender stereotyping


31E17 Main co-financing activity


31E18 Delivery Mode


31E19 Support measures to be accessed by the learner


31E20 Learner background


32E21 Support measures for learners with disabilities


32E22 Project dossier number


32E23 Local project number




2 Individualised Learner Record 2003/04

Use of ILR data

The prompt transmission of Individualised Learner Record (ILR) data is in accordance with the Learning and Skills Council (LSC) contract with the provider.  

Data recorded on the ILR forms are used to provide details of learner volumes (by Age Band, Occupational Area and Programme Type) and to calculate funding earned by the provider for such learners and enable comparison of actual volumes and costs against contracted profiled levels. The information will provide the means of reconciling actual earned costs against those funded to learning providers (based on profiled levels).

Co-financing is the process of matching European Social Fund (ESF) with other eligible LSC budgets to enable additional support to be provided in the local LSC area. Data from the ILR forms may by agreement with local offices be used to support the receipt of ESF funds in the form of co-financed activity.  

Due to the requirements of the ESF co-financing framework and the increasing need for comprehensive information about the delivery of learning, the LSC will be regularly talking to providers about their performance in ensuring these forms are handled effectively.
The ILR provides the LSC with management information (MI), including performance indicators, which is used to manage the current programmes and also to assist with the design of future programmes.  The learner data gathered will provide information to Parliament of the effectiveness of the learning programmes in terms of whom they reach, what learning they receive, and what outcomes are achieved subsequently.

Transmitting ILR data to the LSC

The provider contracted with the LSC is contractually obliged to transmit ILR data to the LSC. Providers must gather data directly from learners this 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 must sign part A of the ILR form to confirm that the details provided are correct.

In 2003/04 the LSC is offering two routes to transmit ILR data to the LSC.

· Provider On-Line.  This option is for use by smaller providers, and will give them access to key their data direct to the LSC database at Warwick via a secure Internet Portal. Your local LSC will provide guidance for this option. All TPS data must be input through this route in 2003/4

· Provider Batch.  This option is best suited for large providers with their own MI systems.  Providers will produce a batch file from their MI system and load it via the secure Portal to the LSC database.

Providers must ensure that data is received at the LSC by the 10th working day following the last day of the month.  Providers using Provider Batch are encouraged to submit data regularly and should not wait until the week preceding the actuals cut off date before transmitting data. Up to 999 transmissions can be made in a month.  Annex A of the ‘2003/04 ILR spec’ shows the timetable for transmission of ILR data.  In 2003/4 providers must indicate that a NIL return is applicable for a given collection using the LSC web portal.

The following table show the Actual Cut Off dates for the 2003-4 WBL contract year.  The Actual Earned process is scheduled to run overnight following close of business on the actuals cut off date.

	Month #
	Month
	Start Date
	End Date
	Actuals Cut Off Date
	OPP Census date
	Payment Date

	1
	August
	01/08/2003
	31/08/2003
	12/09/2003
	31/08/2003
	08/08/03

	2
	September
	01/09/2003
	30/09/2003
	14/10/2003
	30/09/2003
	08/09/03

	3
	October
	01/10/2003
	31/10/2003
	14/11/2003
	31/10/2003
	08/10/03

	4
	November
	01/11/2003
	30/11/2003
	12/12/2003
	30/11/2003
	10/11/03

	5
	December
	01/12/2003
	31/12/2003
	15/01/2004
	31/12/2003
	08/12/03

	6
	January
	01/01/2004
	31/01/2004
	13/02/2004
	31/01/2004
	09/01/04

	7
	February
	01/02/2004
	29/02/2004
	12/03/2004
	29/02/2004
	09/02/04

	8
	March
	01/03/2004
	31/03/2004
	16/04/2004
	31/03/2004
	08/03/04

	9
	April
	01/04/2004
	30/04/2004
	17/05/2004
	30/04/2004
	08/04/04

	10
	May
	01/05/2004
	31/05/2004
	14/06/2004
	31/05/2004
	11/05/04

	11
	June
	01/06/2004
	30/06/2004
	14/07/2004
	30/06/2004
	08/06/04

	12
	July
	01/07/2004
	31/07/2004
	13/08/2004
	31/07/2004
	08/07/04

	13
	August – October 
	01/08/2004
	31/10/2004
	12/11/2004
	-
	-


Impact of omitted / incomplete / incorrect information to the LSC
The transmission of ILR data containing either omitted, incomplete or incorrect entries for appropriate fields for the type of programme being undertaken 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 Management Report (which records volumes of learners against contracted payment profile by Programme Type, Age Group Bands and Occupational Funding Area on a quarterly basis) will not show their details.  The Learner Occupancy Lists will also not contain any reference to such rejected records.

ESF support cannot be claimed without complete and accurate forms.  Every missing or incomplete form is potentially a loss from the relevant LSC programme budget and hence a reduction in the amount that can be spent on these programmes through the local LSC.  Given the time limited nature of ESF support, revised or corrected ILR data must be transmitted within two months.  

This guidance should be read carefully and every effort made to ensure that all those responsible for handling the ILR form are aware of their responsibilities to record and process information with accuracy.  The person signing the form should be made aware of their responsibility for ensuring the information recorded on the form is correct.

Funding calculations

All funding calculations are based on the data provided on the ILR form or the TPS.  It is very important to ensure that the completion of each document is accurate and conforms to the eligibility rules of the appropriate type of learning programme.  The details of the WBL eligibility rules are published in the ‘Requirements for WBL funding for 2003/04’.  This document is available to download on the LSC website.

Any inaccurate or late information will cause a delay in reconciling activity with payments and may result in payments being suspended until the information can be reconciled. Where data cannot be loaded onto the national ILR database, due to invalid information being supplied, this may affect any re-profiling undertaken and contracts could be varied without taking account of all activity if it has not been reported correctly.

3 Completing the ILR Form

Changes to the guidance

The question numbers used for the ILR form in 2002/03 have been updated to provide consistency with the Learner Information Suite (LIS) and the ‘2003/04 ILR spec’.  
The guidance has been updated to reflect the changes in the data collection arrangements for 2003/04, and the subsequent necessary changes to the design of the ILR form. 

Valid entries for each question on the ILR form are listed in this section and in the ‘WBL ILR form quick reference code tables’.  Depending on the question, a valid entry could be text, a numerical value, a date or the question may not require completing and can be left blank in some cases. 
Contents and Format
The ILR is designed to capture the following information in respect of an individual learner:

· personal details;

· learning aim(s);

· level of achievement; and

· destination on completion / withdrawal.

The 2003/4 ILR form is made up of five sections:

· Learner Information (Part A) including data protection statement;

· Main Aim Information (Part B);

· Subsidiary Aim Information (Part C);

· Co-financing Information (Part D); and

· Special Monitoring Data (Part E).

The ILR form is used to collect data about learners following Work Based Learning (WBL) programmes:

· Advanced Modern Apprenticeships (AMA);

· Foundation Modern Apprenticeships (FMA);

· NVQ Learning;

· Co-Financed Delivery (ESF and matched programme activity); and

· Entry to Employment (E2E).

The ILR form may also be used to record information on other LSC funded learning activity within a provider.

How to use the ILR form
The ILR form should be used to record information for all learners starting from 1st August 2003.  It should also be used for late notified 2002/03 learning activity.  The 2003/04 ILR form should be used to record the information required to close learning aims started by learners in 2002/03 who are finishing in 2003/04.

Part A of the form will normally be completed first when a learner initially starts on a work based learning programme with a provider  

Part B is used to describe the main aims (qualification) a learner is aiming to achieve.  For an FMA/AMA, there is no individual learning aim for the FMA/AMA framework.  All of the details recorded about the framework on Part B are recorded against the main aim, that is, the NVQ being delivered as part of the framework.  For NVQ learning, the main aim is the NVQ being aimed for. 

Part C is used to describe all of the other aims (qualifications) a learner is studying towards this would include key skills, basic skills, technical certificates and subsidiary NVQs of a lower level to that indicated as the ‘main’ aim.  If a learner has more than 5 subsidiary aims, a second sheet of Part C will be needed.

Part D is used to record data specifically for ESF co-financing and would only be completed for learners directly benefiting from ESF funding or for learners being matched against ESF funding (at the request of the local LSC)

Part E will only be completed if the provider wishes to record data for its own purposes on a learner, or if a provider is asked to do so specifically by a local LSC.

In most circumstances when starting a learner for the very first time a Part A, Part B and Part C of the form will be completed. If that learner is also being used a as a match for ESF co-financing a Part D form will also be used at this time.  

When a learner completes or withdraws from a learning aim or aims it will be necessary to add information to the original Part B and C.

If a learner leaves a provider and returns to the same provider there is no requirement to complete a new Part A.  Part B, Part C (and Part D if applicable) should be completed using the original Learner reference number, field L03/A03.
If a learner moves to another provider then a new Part A will need to be completed using a new Learner reference number, field L03.
When a learner has a change of circumstance during a learning programme it may be necessary to update one or more forms to reflect adequately the type of change required.  Further more detailed guidance on the circumstances for completing the ILR are provided in section 2.

The recording of an invalid entry on the ILR form will be identified when the data is transmitted to the LSC.  Invalid field entries will then have to be corrected on the form and signed for audit purposes.  Therefore it is important that the person completing the ILR form should be aware of the current valid entries.  Once the form has been completed, a copy must be kept for audit purposes.
Relationship between ILR form questions and ILR database field names

Each question on the ILR form relates directly to a field in the LSC ILR database.  The questions numbers on the form are the same as the ILR database field numbers.  However, the titles of some of the questions on the ILR form differ slightly from the ILR database field name.  This difference arises because the question titles on the ILR form need to be shorter or more informative than the ILR field names.

In this support document and other guidance concerning the completion of the ILR form, the question number and the title will be used as it appears on the ILR form.  However, in other LSC documents, the full ILR database field name may be used.  For clarity, the table below shows where question titles and field names differ. 

	No.
	ILR form question
	ILR field name

	L01
	Provider number (UPIN)
	Provider number

	L09
	Learner’s surname
	Learner surname/family name

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

	L15
	Disability or health problem
	Disability 

	L18
	Home Address
	Address line 1

	L19
	Home Address
	Address line 2

	L20
	Home Address
	Address line 3

	L21
	Home Address
	Address line 4

	L23
	Contact telephone number
	Telephone number

	L25
	LSC no.
	LSC number of funding LSC

	L27
	L27a and L27b
	Restricted use indicator

	L36
	Status on day prior to learning
	Learner status on last working day before learning

	L37
	Status on first day of learning
	Employment status on first day of learning

	L41
	Local LSC learner monitoring
	Local learner monitoring

	A02
	Contract type
	Contract / allocation type

	A24
	SOC code
	Occupation relating to learning aim

	A26
	Sector code
	Sector framework of learning

	A28
	Planned end date
	Learning planned end date

	A37
	Number of units completed from a full learning aim
	Number of units completed

	A38
	Total number of units required to achieve full learning aim
	Number of units to achieve full qualification

	A43
	Framework achievement date
	Sector framework achievement date

	A45
	Placement postcode
	Placement employer location postcode

	A47
	Local LSC learning aim monitoring
	Local learning aim monitoring

	A51
	No. of OPPs
	On-programme payments

	A53
	Additional learning/social needs
	Additional learning needs


4 Further information on ILR questions
† shows that a question title is different from the ILR field name
Part A- Learner information

	L01 Provider number (UPIN) †

	The provider number of the provider contracted by the LSC to provide learning to this learner.  This is needed to identify the contracted provider.  You should contact your local LSC at the start of the contracting year to check that your provider number has not been changed.  If you are uncertain of your provider number contact your local LSC


	L03 Learner reference number

	The learner’s learner identifier number or unique learner identifier number (ULIN).  This is needed to enable the learner to be identified for matching purposes, to maintain data integrity and assist with query resolution.

	
	
	

	Use a code in the format BBBBBBBBBBBB which can be any combination of 12 alphabetic characters or numeric digits, assigned by the provider to be used as a learner reference number.  This number should be retained by the learner for any period of study with you and should not be reused for a different learner.  This number should be retained following any period of absence.  The Learner reference number will be auto generated for a learner for providers using the Provider On-Line systems.  If an existing learner record has not been migrated into the 2003/04 database, you will not be able to reopen the record using POL, as such it would be necessary for a new record to be created with a new POL auto generated learner reference number assigned to the learner in this instance.  


	L09 Learner’s surname †

	The surname or family name of the learner.  This information is needed so that the LSC can monitor learning by using surveys and to match data so that the LSC can monitor progression, retention and achievement.

	This field should not include maiden names for example ‘Jones - nee Smith’ or ‘Jones - was Smith’.

	


	L10 Learner’s forenames

	The forenames (first names) of the learner.  Provide as many learner first names as will fit into the field.

	Forenames should be shown in full.  Nicknames or abbreviations for example Gareth shortened to Gaz or Sarah shortened to Sars should not be used.

	This information is needed to inform surveys and match data to monitor progression, retention and achievement.  It will be used:

	· by the LSC and partner organisations for matching records for statistical purposes (information on partner organisations and the data protection statement can be found at Annex F of the ‘Specification of the Individualised Learner Record for 2003/04’  with further information on the LSC website)

	· by the LSC in surveys

	· by the LSC to send further information to learners

	L11 Date of birth

	The date of birth of the learner.  This is needed so that the LSC can determine eligibility and funding rate, monitor and report on provision by learners characteristics, monitor equality and diversity, inform local and national planning.

	
	
	

	The learner’s date of birth should be given in the date pattern DDMMYYYY.  For example 2nd June 1984 would be given as 02/06/1984.  A date of birth must be supplied and this field should not be left blank.


	L12 Ethnicity

	
	
	

	The ethnic origin of the learner, based on the 2001 census.  This is needed so that the LSC can monitor the distribution of ethnic groups amongst learners.

	 

	Codes 01 – 09, which were used in 2001/02, have been withdrawn for 2003/04.  Learners who started prior to 29 July 2002 and are continuing will need to be mapped to the new ethnicity codes.

	

	Learners whose ethnic origin is not listed or feel that they cannot be classified in any other category should enter code 98.  Learners who do not wish to supply information about their ethnicity should enter 99 ‘Not Known / Not Provided’.

	

	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

	19
	Mixed – White and 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


	L13 Sex

	The sex of the learner.  This information is required so that the LSC can describe the structure and nature of the learner population in the sector.



	F

M
	female

male
	


	L14xe “S01” Learning Difficulties/Disabilities †

	This records whether the learner considers that they have a learning difficulty, disability or health problem.  It is needed so that the LSC can monitor the distribution of learners with learning difficulties, disabilities or health problems.

	

	This field should be completed on the basis of the learner’s self-assessment, where they are able to do so.

	

	The LSC recognises that many learners will not be able to identify themselves as having learning difficulties.  In such cases, this information can be recorded as a result of interviews with learners, their parents, guardians, teachers or advocates.

	The LSC needs to be aware of all LSC funded learners with learning disabilities and/or disabilities not just those for whom additional support is provided.  In discharging its functions for the provision of education and training the LSC must have regard to the needs of persons with learning difficulties and/or disabilities. 

 

	1

2

9
	learner considers himself or herself to have a learning difficulty and/or disability and/or health problem

learner does not consider himself or herself to have a learning difficulty and/or disability and/or health problem

no information provided by the learner


	L15xe “S01” Disability or Health Problem †

	The learner’s main disability. Needed to monitor the extent and effect of disability.

	Where the learner has no disability, code 98 should be used.  If the learner considers himself or herself to have a disability, record the learner’s main disability.  Where a learner has more than one disability, the main one should be recorded.  Where there are two or more of equal severity, code 90 should be used.

	

	This should be completed on the learner’s self-assessment, where they are able to do so.

The LSC recognises that many learners will not be able to identify themselves as having disabilities.  In such cases, this information can be recorded as a result of interviews with learners, their parents, guardians, teachers or advocates.

	The LSC needs to be aware of all LSC funded learners with disabilities, not just those for whom additional support is provided.  In discharging its functions for the provision of education and training the LSC must have regard to the needs of persons with learning difficulties and/or disabilities.  

	01

02

03

04

05

06

07

08

09

90

97

98

99
	visual impairment

hearing impairment

disability affecting mobility

other physical disability

other medical condition (for example epilepsy, asthma, diabetes)

emotional/behavioural difficulties

mental ill health

temporary disability after illness (for example post-viral) or accident

profound complex disabilities

multiple disabilities

other

no disability

not known/information not provided


	L16xe "S01" Learning difficulty

	
	
	

	The learner’s main learning difficulty.  Needed to monitor the extent and effect of learning difficulties.

	Where the learner has no learning difficulty, code 98 should be used.

If the learner considers himself or herself to have a learning difficulty, record the learner’s main learning difficulty.  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.

	

	It should be completed on the learner’s self-assessment, where they are able to do so.

The LSC recognise that many learners will not be able to identify themselves as having learning difficulties.  In such cases, this information can be recorded as a result of interviews with learners, their parents, guardians, teachers or advocates.

	The LSC need to be aware of all LSC funded learners with learning difficulties, not just those for whom additional support is provided.  In discharging its functions for the provision of education and training the LSC must have regard to the needs of persons with learning difficulties and/or disabilities.  

	01

02

10

11

19

90

97

98

99
	moderate learning difficulty

severe learning difficulty

dyslexia

dyscalculia

other specific learning difficulty

multiple learning difficulties

other

no learning difficulty

not known/information not provided


	L17xe “S01” Home postcode

	The permanent or home postcode of the learner prior to enrolling at the provider.  Needed to establish catchment areas for monitoring adequacy and sufficiency of provision, for demographic analysis, to support disadvantage uplift and to monitor recruitment and home to study patterns.

	

	Where the country of domicile of the learner is not a UK country this field must be left blank.  Homeless learners or where the postcode is not supplied for learners who would be placed at risk by supplying their address should use the provider’s postcode.  For any learners whose home address is British Forces Posted Overseas (BFPO) the standard postcode to return is NW7 1PX.  MOD learners should enter ‘the base’ postcode.  This may, in the future, impact funding for providers.

	

	Where the home postcode of a learner is not known then providers should use ZZ99ZZZ (where represents a space).  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.

	

	Experience shows that postcodes may be obtained 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


	General guidance for address fields L18 to L21

	Valid entries are alphabetic characters, commas, hyphens, apostrophes, slashes, full stops, spaces and numeric digits only.  For reasons of security, MOD learners should enter their base address.  The address should not be supplied for any learner’s who would be placed at risk by supplying their address, where this is the case the provider’s address should be supplied.


	L18xe "S01" Home Address – Street †

	The first line of the address of the learner’s normal place of residence.  This will normally include the house/flat number/house name and the street name.  .


	L19xe "S01" Home Address – Suburb/Village †

	
	
	

	The second line of the address of the learner’s normal place of residence.  This will normally be additional locality information such as the village or suburb. .


	L20 Home Address – Town/City †xe “S01”

	
	
	

	The third line of the address of the learner’s normal place of residence.  This will normally be the town or city name.  


	L21 Home Address – County †xe “S01”

	The fourth line of the address of the learner’s normal place of residence.  This field is optional and is not required if the learner’s full address can be held in the first three lines.  This will normally be the county name.


	L22 Current postcode xe “S01”

	
	
	

	The postcode of the learner’s current or last known residence.  This may differ from the home postcode where a learner has changed residence since enrolling, for example if they are living away from home.

	

	Current postcode is different to home postcode in that home postcode is the code prior to enrolling.  The current postcode should be the postcode of the learner’s current or last known residence and may be used to contact the learner for surveys.  Also see Restricted use indicator, L27.


	L23 Contact Telephone Number (inc STD code) †xe “S01”

	
	
	

	The home telephone number of the learner.  Needed for learner surveys.  Learners should not give their telephone number if they are ex-directory OR do not wish to be contacted by telephone at a later date for research purposes.  See also Restricted use indicator, L27.


	L24xe “S01” Country of domicile

	The country where the learner is ordinarily resident.  This is so that the LSC can differentiate between overseas learners and home learners, a key distinction since the LSC only fund provision for home learners.

	Home learners are learners whose country of domicile is the UK or another European Community (EC) country, or part of the European Economic Area if they satisfy the ‘ordinary residence test’ as defined in the 1962 Education Act schedule 1

The country of domicile field, should be treated as a self-assessment field and should reflect the learner’s normal country of residence.  That is the country the learner would normally regard themselves as going home to.

In cases of doubt, the most recent country should be used.  

	Code

399

099

299

599

199

999
	Country                            

England                            

Northern Ireland               

Scotland                           

Wales                               

Channel Islands                

Isle of Man

	

	The full list of countries is in annex D of the ‘Specification of the Individualised Learner Record for 2003/04’.  Where there is no domicile code for the learner’s country of normal residence, 998 can be used for ‘Other’.  Where the country of domicile is not known, 782 can be used.


	L25 xe "S01"LSC No. †

	
	
	

	The LSC number of the local LSC that funds the learner.  The full list of LSC numbers is included at annex E of the ‘Specification of the Individualised Learner Record for 2003/04’.  This is the LSC number of the local LSC that the learner will be reported against on the PMRs.



	For providers that are contracting under lead arrangements this is the LSC number of the LSC that has agreed the learner activity in its area and which the learner is profiled against, not the lead LSC.
For providers that are not under lead arrangements this is the LSC number of the local LSC contracted with the provider to deliver the training to this learner.  This is the case even where a provider has contracts with more than one LSC and has entered 999 in the field of the same name in the header record.

	Where a provider is contracting with the national contracts service (NCS), this field should be 002 for all learners and field L44, NCS Delivery LSC, should be completed to indicate the LSC in which the delivery is taking place.


	L26xe "S01" National insurance number

	
	
	

	The national insurance number for the learner.  Enter a valid national insurance number in the format XXnnnnnnX, where X is alphabetic and n is numeric.

	

	You should treat the completion of this field as compulsory and seek to obtain a learners NI number on start or shortly after.  Learners who do not know their NI number should be encouraged to obtain it.  All employed status learners must have NI numbers in order to be paid by the employer

Learner details supplied without an NI number will be identified in a control report produced by your local LSC and discussed at the provider review.  All learners should receive an NI number through the post from the Contributions Agency.  The first character must not be D, F, I, Q, U or V and the second character must not be D, F, I, O, Q, U or V.  Characters 3 to 8 must be numeric and character 9 must be A, B, C, D or space.  Temporary numbers in the form of ‘TN’ ‘DoB’ ‘Gender’ must not be used.


	L27 L27a and L27b†

	

	Indicates restrictions on the use of the learner’s data.  Other users are defined as partner organisations as at annex F of the ‘Specification of the Individualised Learner Record for 2003/04’.  They may receive aggregated information on learners rather than whole data sets.  The LSC have published data sharing protocols in 2003/04 which can be found on the LSC website at - www.lsc.gov.uk

	

	‘3’ should be used when a learner has said they do not wish to be sent information about courses or learning opportunities, but have not withheld permission to be contacted for research or surveys.

	

	‘4’ should be used where a learner has indicated they do not wish to be contacted by telephone or post by the LSC or it’s partner organisations, for the purposes of surveys and research, but have not withheld permission to be contacted by post about courses or learning opportunities.

	

	1

2

3

4

9
	learner has withheld permission for the LSC 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

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

learner has only withheld permission to be contacted for survey and research

no additional restrictions on the use of this learners record

	

	The table below shows how the boxes on the ILR form should be completed to identify each of the valid codes given above.

	
	

	L27a
	L27b
	(tick applicable box)

	
	
	1

learner has withheld permission for the LSC or other users to contact them

	2
	2
	2

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

	blank
	blank
	9

no additional restrictions on the use of this learners record


	L28 Eligibility for enhanced funding XE "S01" 

	Section 4: Eligibility of the ‘Requirements for Funding Work Based Learning 2003-04’ gives more details about funding and can be found on the LSC website.  Do not fill in this box for E2E.



	14

15

99
	eligibility for guarantee or extended guarantee group

entitlement to 16 – 18 funding for WBL

not eligible for enhanced funding


	L34xe "S01" Learner Support Reason

	
	
	

	Records the category of any LSC learner support received.

	
	
	

	Time off for study is the government guarantee that any young person who has not reached level 2 and who has become employed in a job without training has the right (by law) to seek time off from their employer to receive training at level 2 or higher.   More information on the right to time off for study act can be found at http://www.dfes.gov.uk/tfst

	a learner with time off for study should be entered as:


41 99 99 99

a learner without time off for study should be entered as:


99 99 99 99

	


	L35xe "S01" Prior attainment level

	
	
	

	The learner’s prior attainment before starting the current programme. Needed to analyse the level of prior attainment of learners and to help with value-added analyses.

	
	
	

	09

07

01

02

03

04

05

97

98

99
	entry level  

other qualifications below level 1

level 1

level 2

level 3

level 4

level 5

other qualification, level not known

not known

no qualifications

	For a full list of level definitions please see annex G of the ‘Specification of the Individualised Learner Record for 2003/04’.


	L36 Status on day prior to learning †

	This identifies what the learner was doing prior to joining the programme.  It is needed to monitor the effect of programmes on employment.

	You should complete this field according to the last working day before they started learning, so if learning began on a Monday, the last working day would be the previous Friday

	
	
	

	Valid codes
	Use this code if 

	01
	Employed
	the learner worked under a contract of employment (16 hours per week or more), or was self-employed.

	02
	Learner on E2E and on the caseload of a personal advisor
	the learner was paid an allowance of £40 per week while undertaking E2E following an plan agreed with a personal advisor

	03
	Learner on the caseload of a personal advisor but not on E2E
	the learner was paid an allowance of £40 per week while receiving help from a personal advisor as set out in a plan agreed with them, but did not undertake E2E

	04
	New deal gateway
	

	05
	NVQ learning or E2E programme (not on the caseload of a personal advisor)
	the learner is transferring from another WBL programme

	06
	FMA or AMA WBL programme
	the learner is transferring from another WBL programme

	97
	Other
	for learners who were unemployed or worked under a contract of less than 16 hours per week.

	98
	Not known or Not provided
	


	L37Status on first day of learning †

	
	
	

	This refers to the first day of any learning undertaken with the provider.  The definition of ‘employed’ in this case, is someone who works under a contract of employment, which can be written, verbal or implied.  It does not include a learner receiving a learning allowance or topped up learning allowance.  

	01

02

98
	Employed

not employed
not known/not provided


	L38xe “S01” Employment status on last day of learning

	

	01

02
98
	Employed

not employed
not known/not provided

	Leave the field blank when a learner has not finished their learning programme.


	L39xe "S01" Destination

	
	
	

	This field was reorganised in 2003/04 with many entries moving to a new field, Reason learning ended, field A50, at the learning aim level.

Identifies the destination of the learner after completion of learning.  To monitor learner destinations and effectiveness of learning with respect to employment.  

	
	
	

	04

10

11
53

54

55

59

61

75
95
97
98
	part time employment

full time employment

unemployed

self employed

entered further education

entered higher education 

found voluntary work

death

full-time education or training
continuing existing programme of learning

other 

destination unknown
	

	

	Code 75 should be used for learners who have entered education or training that is not further education (code 54) or higher education (code 55).  

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

	L40xe "S01" National learner monitoring

	
	
	

	Indicates participation in programmes or initiatives.  To monitor participation in programmes and initiatives.  Can be used tactically in year to identify new programmes and initiatives by using codes described as unassigned at the start of the year.

Enter 9999 unless your local LSC specifically tells you otherwise.


	L41 Local LSC learner monitoring †

	A field that local LSCs can ask providers to complete for learners it funds, to standards it will publish.  Required for local LSC analysis.

	

	Each local LSC will inform its providers about the information it wishes to see in these fields.  A similar local learning monitoring field also appears in the learning aim data set which also occurs twice.   These fields will allow local LSCs to define monitoring information relevant to them in consultation with their providers

	

	A minus value may not be used.  Each local LSC will publish how it requests this field to be completed.  Multi-site providers contracting with more than one local LSC should return the appropriate values used by the local LSC which is providing the main LSC funding for the learner


	L42xe "S01" Provider specified learner data

	
	
	

	Provider specified data at the discretion of the provider.  Available to help a provider and allow it to analyse the ILR to its own requirements.  Use any characters except wildcards *, ?, % _ (underscore) and the end of file marker  Where a provider decides not to use this field it should be left blank.


	L44 NCS delivery LSC

	
	
	

	This field is only used by providers with contacts with the NCS.  This field is required for NCS contracts only and will record the LSC number of the LSC in which the NCS provision is delivered.  

The LSC number of the LSC in which the learning takes place.  Required to monitor delivery of the national contracts service (NCS) contracts.  Enter a valid LSC number.  A full list is included at annex E of the ‘Specification of the Individualised Learner Record for 2003/04’.  For providers who do not contract with the national contracts service the field should be left blank.


Parts B and C- Learning aim information

	A01 Provider number 
	
	

	
	
	

	The provider number of the provider contracted by the LSC to provide learning to this learner.  Required to identify the contracted provider.  You should contact your local LSC at the start of the contracting year to check that your provider number is unchanged. If you are uncertain of your provider contact your local LSC.

Each provider will only have one provider number in 2003/04 regardless of how many local LSC a provider has contracts with.


	A02 Contract / Allocation type
	
	

	

	The type of allocation or contract for this provision, required to identify the type of allocation or contract.  This field can be left blank for ESF co-financed learning aims, that is, where field A10 is set to ‘70’.

	
	
	
	

	

Valid codes
	Use this code for 

	11
	WBL direct delivery
	a contract held directly with a local LSC which is not part of a lead arrangement

	12
	WBL MOD contract
	a contract to deliver training solely for the MODWBL managing agent

	13
	WBL managing agent
	a single contract which covers a number of small providers in a consortia or sub-contracting arrangement

	14
	WBL lead arrangement
	a contract a large multi-site provider holds with a lead LSC, where delivery is profiled across a number of local LSCs, as identified in the contract annexes


	A03 Learner reference number 
	
	

	
	
	

	The learner’s learner identifier number or unique learner identifier number (ULIN).  Required to enable the learner to be identified for matching purposes, to maintain data integrity and assist with query resolution. 

	
	
	

	Use a code in the format BBBBBBBBBBBB, which can be any combination of 12 alphabetic characters or numeric digits, assigned by you, to be used as a learner reference number.  This number should be retained by the learner for any period of study with you and should not be reused for a different learner.  This number should be retained following any period of absence.

	A09 Learning aim reference number
	
	

	
	
	

	The learning aim reference code for the learning being undertaken.  Use a valid entry from the learning aim database (LAD).  The status must not read ‘code unavailable’ or in the case of new starters ‘code unavailable for new starters’

	

	The LAD contains codes for externally validated learning aims offered in the sector.  This includes both funded and non funded learning aims.  Where there is no specific learning aim code on the database refer to annex H of the ‘Specification of the Individualised Learner Record for 2003/04’ for details of class codes that can be used.  Please notify your local LSC of learning aims missing from the database when you start learners on the learning aim.  Where you delay requesting a code this may delay processing of the ILR data online.  The LSC would not expect you to request codes for use in 2003/04 after July 2004.

Providers should check that the learner the date the learner starts on a learning aim is between the accreditation start date and the accreditation end date of the learning aim. 

	

	E2E replaces NVQ level 1 programmes for learners under the age of 19.  Learners aged under 19 should not have a main aim which is an NVQ level 1.  They may have a subsidiary aim which is an NVQ level 1.   

Learners brought forward from 2002/03 should have their main aim mapped to code XE2E0001 and a subsidiary aim created for the NVQ level 1.  

All E2E learners (new starts) will have code XE2E0001 as their main learning aim.  

E2E pathfinder learners should be mapped to XE2E0001.  

Learners brought forward from 2002/03 on preparatory learning and lifeskills should have their 2002/03 class codes mapped to XE2E0001.   

ESF co-financing learning that does not lead to an externally certificated learning aim, use the generic code XESF0001. 


	A10 LSC funding stream 

	
	
	

	You should identify the source of any LSC funding for this learning aim.

	
	
	

	      Valid codes
	Use this code for

	40
	Work based learning
	the WBL funded main learning aim, including the E2E main aim XE2E0001

	41
	WBL technical certificate funded as a separate learning aim and forming part of a framework
	a technical certificate

	42
	WBL other subsidiary aim funded as part of a framework
	Each key skills or other qualifications that are funded as part of a framework

	70
	LSC ESF co-financed 
	a learning aim that is 100% ESF co-financed (‘direct beneficiary’)

	80
	other LSC funding stream (further details may be requested)
	employer training pilots, sector strategy pilots and  24+ employee initiative, since these arrangements are not subject to WBL formula funding.

	99
	no LSC funding for this learning aim 
	all other aims not funded as part of a framework and subsidiary aims followed as part of an E2E or NVQ programme

	

	ESF co-financing: Use code 70 and complete the ESF section D of the ILR form.  

	ESF match: For a learning aim that is used as match as part of an ESF co-financed project (‘matched beneficiary’) and is funded under WBL, use code 40 and complete the ESF section D of the ILR form.  If you are matching a subsidiary aim, use code 42.


	A15 Programme type 

	
	
	

	The type of programme that the learner is undertaking.  It is needed so that the LSC can monitor the types of programme being taken in the WBL sector.

	
	

	E2E: E2E replaces NVQ level 1 programmes for learners under the age of 19.  Code 04 can only be used for learners aged 19 or over.  Learners aged under 19 cannot be following an NVQ level 1 as their main aim

	FMA/AMA: All subsidiary learning aims which form part of the framework should use the same programme type code as the main aim, that is code 02 for an AMA and code 03 for a FMA.

	

	Codes 01 (lifeskills) and 08 (preparatory learning) are no longer used.  You should use code 09 (E2E) instead.

	
	

	         Valid codes
	Use this code for 

	02

03

04

05

06

07

09

99
	advanced modern apprenticeship

foundation modern apprenticeship

NVQ level 1 within WBL programme 

(19 and over only)

NVQ level 2 within WBL programme 

NVQ level 3 within WBL programme

NVQ level 4 within WBL programme

entry to employment (E2E) within WBL programme

none of the above
	NVQ learning main aims only 

NVQ learning main aims only

NVQ learning main aims only

NVQ learning main aims only

aims that are funded as part of an E2E programme.
all subsidiary aims of NVQ learning


	A16 Programme entry route 

	
	
	

	the entry route taken by the learner when commencing a new or revised programme of learning.  Required for calculation of funding.  This field is only required for main aims.  This field can be left blank for ESF co-financed learning aims, that is, where field A10 is set to ‘70’.

	
	
	

	         Valid codes
	Use this code when the learner
	

	01
	Direct
	has not been on any WBL in the previous 13 weeks.  Only use this code for learners who started before 1 August 2003.  From 1 August 2003 you must use codes 05 and 06.

	02
	Resume within 13 weeks
	has been on WBL before and is now resuming within 13 weeks.

	03
	Progress to AMA from FMA
	has started an AMA within 13 weeks of completing the FMA.

	04
	Progress to NVQ level 3 from NVQ level 2
	has completed an NVQ level 2 and is now progressing to an NVQ level 3 within 13 weeks of completing the NVQ level 2.

	05
	First time entrant 
	has never been on WBL before.  

	06
	Return to WBL
	has been on WBL before and has now returned to training more than 13 weeks after the end of the previous learning event.

	07
	Transfer from another provider or LSC area 
	is in continuous learning but has transferred from another provider or provider reference number or LSC as a result of a contractual change.

	08
	Restart for funding purposes
	has been in continuous learning but has had to re-start to enable appropriate funding to be maintained.  For example as a result of a change to ALSN where a new learning aim record is required.


	A23 Delivery location postcode xe "S01"

	
	
	

	The postcode of the address at which the learning is delivered.  This is used to monitor delivery of learning, to support local planning and to monitor delivery of national contracts.  You should record the delivery location at the start of learning.  You do not need to update this information if the learner’s delivery location changes.  This field is required for main aims only and should only be completed for learning aims starting on or after 29 July 2002.

	
	
	

	Use a valid postcode.  Where delivery is at more than one location, return the postcode of the location at which the majority of learning is delivered.  For E2E the postcode of the centre or main place of attendance should be used.  Where the delivery point is a building site without a postcode, use the providers postcode.


	A24 SOC code †

	

	The SOC 2000 code that relates to the learning aim.  This is used to calculate funding and identify the occupational group of the learning aim.  This field is only required for main aims. For E2E programmes, leave this box blank on the ILR form.  A SOC code is required for co-financed delivery where it is relevant to the provision being funded.

	

	For each learning aim the QCA database carries one or more related occupations described using the Standard Occupational Classification (SOC) 2000 coding system.  For a summary of SOC 2000 codes see annex L of the ‘Specification of the Individualised Learner Record for 2003/04’.  Enter the most appropriate SOC code with respect to the particular learning aim.  The type and content of learning qualification being undertaken determines the SOC code to be used.  For example, an office worker within an engineering firm would be categorised as administration as opposed to an engineering code.


	A26 Sector code †

	

	The sector framework code for the type of learning being undertaken.  This is only needed for FMA or AMA main aims, to identify the sector framework.

	
	
	

	Record a valid entry from the sector framework code from the listing of sector codes (and sector skills councils) available as a report from the LAD - http://providers.lsc.gov.uk/LAD/.

Leave this box blank for learning aims that are not AMA or FMA main aims.

	

	The sector code number enables the collected information to be analysed by those Sector Skills Councils (SSC) frameworks that have been approved for AMA / FMA. Increasing use is being made of this data and it is very important that the code is accurately completed. The validation rules will check that only  learning aim reference numbers assigned against that sector will be accepted.


	A27 Learning start date xe "S01"

	
	
	

	Record the date on which learning for this learning aim began.  Do not change this date to show the start date for each year of the learning aim.

	

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

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

For ESF co-financed learners, record the date that the LSC programme activity started.  This could be different to question E08 in ESF section D.

For main aims, record the start date of the training activity.  This cannot be a date in the future, that is, when ILR date is transmitted to the LSC, the start date cannot be after the date of transmission.

For subsidiary aims, record the date the learner started learning on this subsidiary learning aim.  This could be at any time during the learning programme.


	A28 Planned End Date †
	
	

	Record the date by which you and the learner plan to complete the learning for this learning aim.

Do not change field A28 if the learner continues studying beyond this planned end date.  Field A31 should record the learning actual end date.  For E2E, record the original judgement of how long the learner will be on the programme.  Record a valid date, using the date pattern DDMMYYYY.  For example, 05 July 2003 appears as 05072003


	A31 Learning actual end date 
	
	

	See Section 2 for further guidance
	
	

	Record the date that the learner completed the learning activities necessary to achieve the learning aim or the date the learner withdrew from the learning activities.  This is needed for funding calculations.

The definition of ‘withdrawal’ is included in annex K of the 2003/04 ILR spec’.

You must leave this box blank until the learning actual end date is known and the learner has finished.

You must complete this field when the Completion status, field A34, is returned with a value other than 1.

For subsidiary aims: record the date the learning ended for this aim.  For E2E this must be before or the same day as the E2E main programme.

For main aims: record the date the learner either:

· completed their FMA or AMA framework;

· achieved their NVQ qualification (non FMA or AMA learners);

· completed their E2E programme; or

· was the last day of learning for early leavers.


	A34 Completion status 
	
	

	See Section 2 for further guidance
	
	

	Use this to record how complete the learning activities leading to the learning aim are.  This should reflect the situation at each transmission date.  Where a learner has reached their 25th birthday you no longer need to record them as withdrawn.

	1

2

3
	the learner is continuing or intending to continue the learning activities leading to the learning aim

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

the learner has withdrawn from the learning activities leading to the learning aim

	4
	the learner has transferred to a new learning aim.  That is, the learner has withdrawn from this learning aim and as a direct result has at the same time started studying for another learning aim within the same provider

	5
	changes in learning within the same programme type and area of learning/ funding category and remaining with the existing provider


	A35 Learning outcome 
	
	

	See Section 2 for further guidance
	
	

	Indicates whether the learner achieved the learning aim, achieved partially or had no success.  Required for the purpose of performance indicators and management information.  This field does not affect achievement funding.

	
	

	          Valid codes
	Use this code when

	1
	Achieved

	2
	partial achievement

	3
	no achievement
	the learner has decided to not take the exam / be assessed

	4
	exam taken/assessment completed but result not yet known
	

	5
	learning activities are complete but the exam has not yet been taken and there is an intention to take the exam
	all learning activities have been completed but assessment has not yet taken place.  

	9
	study continuing

	

	Codes 4 and 5 should only be used where either the exam has been taken but the result is not yet known or the learning activities are complete but the exam has not yet been taken.  These codes are classified as unknown outcomes

	

	E2E main aims should be coded as follows:


Code 1 - Completed all aspects of agreed activity plan and met the objectives of the Connexions IDP.


Code 2 - Completed at least one objective from individual development plan (IDP) – this could include:

· Non accredited learning aim;

· Entry or pre level qualification;

· Basic or Key skills qualification; or

· Job but not a qualification.


Code 3 – Not completed any objectives.

	For FMA/AMA main aims this field should be used to record the learning outcome of the sector framework.   Code 2 must only be used to record a partial achievement of the NVQ in cases where the learner has withdrawn without completing the framework.  Code 2 cannot be used where the NVQ has been fully achieved.

	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.


	A37 Number of units completed from a full learning aim †

	See Section 2 for further guidance

	Only complete this field for partial achievement on learning aims.  If the learning aim has been fully achieved, leave this field blank.

Used to identify the number of units completed and achieved from a full qualification or learning aim (recorded as a two digit number between 00 and 99).  Collected to indicate the proportion of units or modules of a full learning aim which have been completed by the learner, to inform FE funding. Where the full learning aim is completed, leave this box blank on the ILR form.  This field and the ‘number of units to achieve full qualification’ field will be used to identify the proportion of units achieved by the learner when partially achieving.

For E2E main aims, leave the box on the ILR form blank.

For FMA / AMA main aims, only complete this field if the learner has partially achieved the NVQ and has withdrawn without completing the framework.


	A38 Number of units required to achieve full learning aim †

	See Section 2 for further guidance

	Only complete this field for partial achievement on learning aims.  If the learning aim has been fully achieved, leave this field blank.

Used to identify the number of units or modules that are to be completed in order to gain the whole learning aim (recorded as a two digit number between 00 and 99).  Collected to measure partial achievement for funding purposes.  This field and the ‘number of units completed’ field will be used to identify the proportion of units achieved by the learner when partially achieving

For E2E main aims, leave the box on the ILR form blank.
For FMA / AMA main aims, only complete this field if the learner has partially achieved the NVQ and has withdrawn without completing the framework.


	A40 Achievement date 
	
	

	See Section 2 for further guidance
	
	

	This field identifies the date the learning aim as specified in field A09 was achieved by the learner.  Collected to calculate funding and to monitor achievement.  Record a valid date, using the date pattern DDMMYYYY.  In 2002/03 this field was known as ‘NVQ achievement date’.  For 2003/04 the field is not restricted to only NVQ qualifications, and should be used to record the achievement date for all learning aims.
For FMA / AMA main aims, record the NVQ achievement date

For E2E main aims, record the date the learner completed their Individual Development Plan.

For all aims: Where a learning aim has yet to be achieved, where the learner is continuing, leave this box blank.  Where a learning aim has not been achieved leave this box blank. 

Verification for all aims: Where the provider has direct claim status (as agreed with the awarding body) for a learning aim, the internal verification date is sufficient.  Evidence that an application had been made for certification is sufficient.  To qualify for an achievement payment an internal assessor must have verified that the evidence provided meets the criteria as laid down by the awarding body for granting of a qualification.  The date that the qualification is internally verified is the measure used for determining the date of achievement and not the stage when a certificate is actually received from an awarding body.

Where the provider does not have direct claim status, the learning aim cannot be recorded as achieved until it has been externally verified. 

	


	A43 Framework Achievement Date †xe "S01"
	
	

	See Section 2 for further guidance
	
	

	The date the learner completes the full framework (including key skills).  Collected for modern apprenticeship programmes to determine funding.  This field is applicable to the main aim for FMA /AMAs only.  for all other learning aims or where the sector framework has not been achieved leave this box blank on the ILR form.  Record a valid date, using the date pattern DDMMYYYY.  For example, 12 March 2004 would be 12032004.

	

	The Framework achievement data is the date at which all elements of the framework have been completed.  Evidence that an application had been made to the relevant sector skills council or national training organisation for certification is sufficient.  For verification of individual learning aims see A40, Achievement date.


	A44 Placement employer name
	

	
	
	

	The name of the employer with which the learner is on placement for this learning aim at start.  If the learner is employed at the start of the learning aim, enter the name of the learner’s employer.  This is collected to track learners and to provide labour market intelligence.  This field is required for new starts from 29 July 2002 for the main aim only.  If the placement changes, do not update this field.  Where a learner is placed with more than one employer the name of the employer that provides the main or most relevant placement should be returned.  Where this is not clear return the name of one of the employers.

	

	Use any characters except wildcards *, ?, %,  _ (underscore) and the end of file marker.

	

	For E2E programmes this field should be completed once a learner is settled in a placement and is planning to stay there for the remainder of the programme.


	A45 Placement Postcode †xe "S01"

	

	The postcode of the location of the employer work placement at start.  If the learner is employed at the start of the learning aim, enter the postcode of the learner’s employer.  This should be the location postcode and not that of the employer’s head office.  Collected to provide labour market information.  This field is required for new starts from 29 July 2002 for the main aim only.

	

	Enter a valid UK postcode (See annex C of the ‘Specification of the Individualised Learner Record for 2003/04’ for further information).  Learners on placement at building sites or other places for which a postcode is not available should provide the placement postcode as the delivery provider postcode.  Where a learner moved between locations on placement the postcode of the main or most relevant location should be returned.  Where this is not clear return the postcode of one of the locations.

	

	for E2E programmes this field should be completed once a learner is settled in a placement and is planning to stay there for the remainder of the programme.


	A46 National learning aim monitoring
	
	

	
	
	

	Indicates where a learning aim is being studied as part of a government initiative or in special circumstances.  Use of unassigned codes to be authorised by the data collection and development manager at national office of the LSC.

	

	14
	100% of learning delivered through a centre of vocational excellence (CoVE)

	15
	50% to 99% of learning delivered through a CoVE

	16
	10% to 49% of learning delivered through a CoVE

	17
	employer training pilot

	21
	sector strategy pilot

	26
	over 24 employee initiative

	99
	none or no more of the above

	

	Enter all codes that apply, enter 99 in the remaining boxes on the ILR form.  For example, recording that 50% or more of learning is delivered through a centre of vocational excellence (CoVE) would be: 
1599.  Where no national learning aim monitoring is to be entered, this would be:
9999.


	A47 Local LSC learning aim monitoring † XE "S01" 
	
	

	
	
	

	A field that local LSCs can ask providers to complete for learning aims it funds, to standards it will publish.  Each local LSC published how it requests these fields to be completed.

	

	Use numeric characters 0-9 (a minus value may not be used).  Your local LSC will inform you about the information it wishes to see in these fields.  A similar local learning monitoring field also appears in the learner data set which also occurs twice.  These fields will allow local LSCs to define monitoring information relevant to them in consultation with their providers.


	A48 Provider specified learning aim data 
	
	

	
	
	

	Provider specified data at the discretion of the provider.  You do not need to use this field, it is entirely optional, the LSC will not instruct you to use this field.  You many record any characters except wildcards *, ?, %, _ (underscore) and the end of file marker.


	A49 Special projects and pilots 
	
	

	
	
	

	Indicates participation in special projects and pilots.  Collected to monitor special projects and pilot schemes.  If the learning aim is not part of a special project or pilot programme leave this box blank on the ILR form.

	

	Values will be alphanumeric, in the format of two alphabetic characters followed by three numbers “AA000”.  Where AA are any alphabetic characters and 000 is a number between 001 and 999.  The LSC 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.


	A50 Reason learning ended xe "S01"
	
	

	
	
	

	The reason why the learning on this aim has ended.  Collected to identify why a WBL learner has stopped learning on this aim.  This field is only required for main aims.

	

	01
	learner ALSN status changed, consequently a new learning aim has been created

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

	03
	learner injury / illness

	04
	learner progressing to AMA

	05
	learner progressing to NVQ 3

	06
	learner has stopped on this aim due to a change in funding other than for ALSN

	20
	learner progressing to FMA / AMA / NVQ learning from E2E

	21
	learner progressing to FE learning from E2E 

	22
	learner progressing to employment from E2E

	96
	Learner is continuing on this aim

	97
	Other

	98
	Reason not known

	

	when using code 01 or 06 it is noted that learning should continue on another aim.  Codes 20 to 22 must only be used for E2E programmes.  Learners brought forward from 2002/03 should be mapped to code 96  


	A51 No. of OPPs †
	
	

	
	
	

	This field replaces the funding entitlement expiry date fields used in 2002/03.

The number of on programme payments to which the learner is entitled for this learning aim, recorded as a two digit number.  Required to calculate funding.

	

	NVQ learning
	Required for the main aim only.

	E2E
	Not required, leave this box blank on the ILR form. 

	FMA/AMA
	Required for the main aim only.

	
	

	For new starts
	the entry in this field should be the standard length of stay (SLOS) based on programme type, age band and funding category.  For information on SLOS please see Annex A: National Rates for Work-based learning for 2003/04 of the Requirements for Funding Work Based Learning 2003/04 available on the LSC website at http://www.lsc.gov.uk/

	Learners brought forward
	OPPs  should be calculated as outlined in the migration specification published at annex B of the ‘Specification of the Individualised Learner Record for 2003/04’.

	All learners
	Changes to the on-programme payments will be required in circumstances where funding has ceased owing to an interruption of learning on the aim for example sickness or other absence.  

	Examples

A 16 to 18 year old learner starting on an advanced modern apprenticeship in construction with a SLOS of 39 months, would have an entry of 39 in this field

A 16 to 18 year old learner on an advanced modern apprenticeship in construction has completed 12 months with provider A and transfers to provider B with a break of less than 13 weeks.  The number of on-programme payments would be 27, that is the SLOS of 39 months minus the 12 months spent with provider A.




	A53 Additional Learning/Social Needs †

	

	The type of additional learning need applicable to the learner.  Collected to monitor learners assessed as requiring additional  learning and/or social needs.  To calculate WBL funding.  This field is only required for main aims.  For E2E programme leave this box blank.  Additional learning needs (ALN) relate to the learner’s intrinsic ability and additional social needs (ASN) relate to emotional, behavioural or motivational difficulties.  

	

	11

12

13

97
	additional learning needs

additional social needs

additional learning and social needs
learner has been assessed on entry as having no additional learning or social needs

	

	Young people with additional learning needs will continue to enter training at the following different levels according to their learning ability:


NVQ learning at level 1 (Only if 19 or over);


NVQ learning at level 2;


Foundation Modern Apprenticeships (FMA); and


in a small number of cases learners may progress to an Advanced Modern Apprenticeship (AMA).

	

	You are expected to keep the necessary evidence to support additional learning support claims.  The assessment form the LSC provides records a summary of the learners ALN/ASN.  You should be able to prove how you are supporting learners with their identified needs.  Regular progress reviews with the learner are also expected.  This is intended as auditable evidence in support of a claim for additional support funds.

	

	Learners aged 16-18 should initially be assessed by Careers / Connexions Services, who should identify whether they are likely to have ALN, ASN or both. Further information on additional learning support can be found in the circulars section of the LSC website at www.lsc.gov.uk.  For further guidance please see annex E: Identifying, Meeting and Funding Additional Learning and Social Needs of  the Requirements for Funding Work Based Learning 2003-04’ available on the LSC website at http://www.lsc.gov.uk/


Part D- ESF data set information

	E08 Date started ESF co-financing

	the date at which an individual is attributed to an LSC ESF co-financing package (which should be equal to or after the learning start date).  Required to ensure that LSC co-financing is attributed.  Record a valid date, using the date pattern DDMMYYYY (the year should be shown in full with four digits).  For example, 17 January 2004 appears as 17012004.  Dates before 1 September 2001 or after 31 July 2004 are not valid.


	E09 Planned end date for ESF co-financing

	the date at which an individual is expected to cease funding eligibility for ESF co-financing.  Record a valid date, using the date pattern DDMMYYYY (the year should be shown in full with four digits).  For example, 17 January 2004 appears as 17012004.  Dates before 1 August 2001 are not valid.


	E10 Date ended ESF co-financing

	the actual date at which an individual ceases to be part of an ESF co-financing package.  Required for funding.  Record a valid date, using the date pattern DDMMYYYY.  For example, 17 January 2004 appears as 17012004.  Dates before 1 August 2001 are not valid.


	E11 Industrial sector of learner’s employer

	the industrial sector of the learner’s employer.  Required to allow evaluation of the effectiveness of ESF funded programmes

	01

02

03

04

05

06

07

08

09

10

11

12

13

14

15

16

97

98

99
	Agriculture

Banking & Business Services

Construction

Distribution, Hotels And Related

Engineering

Food, Drink & Tobacco

Health & Education Services

Manufacturing (Other)

Metals & Mineral Products 

Mining And Related

Professional Services

Public Administration & Defence

Services (Other)

Textiles & Clothing

Transport & Communications

Utilities (Gas, Electricity & Water)

Other

not known

no employer


	E12 Employment status on day before starting ESF project

	This field is used to identify the status of the learner on the day before starting the project.  Required for claims to government office

	01

02

03

04

05

98
	employed

full time education

self employed

unemployed

still at school

not known/not provided
	if using this code take care to use the appropriate code in fields E11, 13 and E15

use this code if the learner is in full time education but is not at school

if using this code take care to use the appropriate code in field E11

if using this code take care to use the appropriate code in fields E13 and E14


	E13 Learner’s employment status

	This field is used to identify the status of the learner on the day before starting the ESF project.  Required for claims to government office

	
	

	Valid codes
	Use this code where

	01

02

03

98
	in secure employment 

threatened with redundancy

unemployed

not known / not provided
	field E12 is set to ‘05 still at school’ or ’02 full time employment’


	E14 Length of unemployment before starting ESF project

	For learners who are unemployed, this field is used to identify the length of time spent as unemployed prior to joining the ESF project.   Required for claims to government office.  Learners that are not unemployed should use code 99.

	
	
	

	01

02

03

04

05

98

99
	less than 6 months 

6-11 months

12-23 months 

24-35 months 

over 36 months
not known / not provided
not unemployed
	


	E15 Type and size of learner’s employer

	This field is used to identify the type of employer the learner is employed with, as required for claims to government office.

	
	

	         Valid codes
	Use this code for

	01

02

03

98

99
	public sector organisation

small / medium enterprise 

large organisation 

not known / not provided

not employed
	publicly funded organisations (colleges, councils, government departments) 

companies employing between 1 – 249 employees

companies employing more than 250 employees

	

	For ESF purposes, a small / medium enterprise (SME) is defined as an enterprise which:

· employs fewer than 250 employees at the time the application is made including part-time, seasonal and temporary staff; 

· has either a balance sheet at their accounting date with assets less liabilities worth no more than 27 million euros, or an annual turnover not exceeding 40 million euros; and 

· is not more than one quarter owned by firms that do not qualify as SME’s under the above requirements

This last criterion may be exceeded in either of the following circumstances:

· where the owners are public investment corporations, venture capital companies or institutional investors, provided that those owners do not exert any control over the SME, either individually or jointly; or

· if the capital is spread in such a way that it is not possible to determine who holds it. In addition if the enterprise declares that (to the best of its knowledge) it is not more than one quarter owned by one or more firms not meeting the definition of an SME.


	E16 Addressing gender stereotyping

	This field is used to identify whether the learner if employed, training or receiving work experience in non-traditional areas for their sex, as required by the DfES.  Enter all codes that apply, leave the remaining boxes on the ILR form blank.  If the answer is not known, leave the boxes blank on the ILR form.

	
	

	A

B

C

D

E
	training in non-traditional area for their sex

work experience in non-traditional area for their sex

qualifications in non-traditional area for their sex

employment in non-traditional area for their sex

improved awareness of opportunities in occupations dominated by men and women


	E17 Main co-financing activity

	This field is used to identify up to 5 type(s) of support provided on a project from the entries below as required by the DfES.   Enter all codes that apply, leave the remaining boxes blank on the ILR form.

	
	

	A

B

C

D

E

F

G

H

I

J

K

L

M

N

O

P

Q

R
	work advice & guidance

motivation & orientation

job search assistance

individual needs assessment

pre vocational training

basic skills training

IT training

contributing towards wages

grants to individuals

job guarantees

key skill support

basic vocational training

intermediate vocational training

higher vocational training

help towards / into self employment

job rotation

work experience or trials

individual action plan


	E18 Delivery Mode

	This field is used to identify the delivery mode(s) of learning used, as required by the DfES.  Enter all codes that apply, leave the remaining boxes blank on the ILR form.

	
	

	A

B

C

D
	Trainer

Electronic Learning

Distance Learning

Other


	E19 Support measures to be accessed by the learner

	This field is used to identify up to 5 type(s) of support given to a learner from entries A-I as required by the DfES.  Enter all codes that apply, leave the remaining boxes blank on the ILR form.

	
	

	A

B

C

D

E

F

G

H

I
	Childcare Support

Care for Dependants

Equipment or Protective Clothing

Training Allowance

Travel Support or provision

Subsistence (living expenses)

Counselling Guidance and Advice

Literacy & Numeracy

Other Support Measures


	E20 Learner background

	This field indicates the background of the learner and is required to monitor disadvantage.  Providers should not systematically collect information about sensitive items of data such as ‘recovering from alcohol or drug dependency’ or ‘ex-offender’.  This box should be left blank unless providers become aware of learners in such categories while counselling or supporting them, then they may record the learner background.  Enter all that apply, leave the remaining boxes on the ILR form blank.

	
	
	

	01

02

03

04

05

06

07

08

97
	Homeless

ex-offender

13 – 17 year olds in danger of school exclusion

refugees

drug or alcohol misuse 

returners to the labour market

people living in rural areas

lone parents

other - further information may be requested
	

	
	
	

	
	
	

	
	
	


	E21 Support measures for learners with disabilities

	For learners with disabilities, this field is used to identify the specific support measures required.  For other learners leave this box blank on the ILR form.  

	
	

	01

02

03

04
	Access to premises provided

Transport to training sites

Specialist provision (such as staffing and/or facilities)

Other


	E22 Project dossier numberxe "student data set:reference field" 

	For ESF funded learning.  The reference number, assigned by government office, indicating the measure level activity being undertaken. which is shown on the contract as supplied by your local LSC.  It should contain nine characters and is required to identify the learner for direct or indirect ESF funding.  For further guidance please contact your local LSC.

	For example, 001020EM3:

00          Year

1020      Unique number

EM         Region

3            Objective

	for ESF direct beneficiaries, that is where LSC funding stream, field A10, is set to ‘70’  – you must enter the project dossier number.

for ESF indirect beneficiaries, that is where learners are being identified as match – In most cases you may leave this box blank on the ILR form and use the null value of nine spaces when transmitting ILR data to the LSC.  Where this field needs to be completed, your local LSC will inform you.


	E23 Local project number

	For ESF funded learning.  The reference number, assigned by your local LSC, indicating the measure level activity being undertaken, required to identify the learner for direct or indirect ESF funding.  Enter a valid code using numeric characters 0-9 only as supplied by your local LSC.  For further guidance contact your local LSC.

for ESF direct beneficiaries, that is where LSC funding stream, field A10, is set to ‘70’  – you must complete this field with the local project number.

for ESF indirect beneficiaries, that is where learners are being identified as match – In most cases you may leave this box blank on the ILR form and use the null value of three zeros when transmitting ILR data to the LSC.  Where this field needs to be completed, your local LSC will inform you.
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5 Section 2:  Essential Information

How to use this section of the manual

This section of the manual has been written to highlight some combinations of questions on the ILR form that are interrelated.  Tables are used to identify which entries to use on the ILR form to describe common learning situations or scenarios.  For example, to record a learner who transfers from one learning aim to another or who is absent from learning for an extended period.  Use the headings in the table of contents at the start of this section to find the appropriate guidance.  The aim of this section is to summarise how the ILR form should be completed for different scenarios.  It is not an exhaustive list.  If you have any queries, please contact your local LSC.

A comprehensive list of valid codes for each field is shown in full in Section 1 in numerical order by question number and in the ‘ILR form quick reference code tables’ at Annex A.  You may wish to refer to those lists whilst using the guidance in this section.  

How to record changes to a programme

Many of the fields in the ILR are interrelated, in that the information recorded in one field must agree with the information in another field, in order that the whole learner record will make sense.  This is particularly important when recording achievement and completion data as it is in this area that the validation rules are tight. Accordingly it is essential that the following interdependent fields be considered collectively when completing the ILR form.

L38
Employment status on last day of learning

L39
Destination

A31
Learning actual end date

A34
Completion status

A35
Learning outcome

A40
Achievement date

A43
Framework achievement date

A50
Reason learning ended

6 Starting a learner

Starting a learner

Which fields to complete on the ILR form

It is important that the ILR form is completed accurately to record information about the learner and their learning aims.  The ILR form can be used to record information about different types of WBL programmes.  Some of the fields on the ILR form are not required for all types of WBL programme, these boxes can be left blank automatically, regardless of the learner’s situation.

Use the table below as a guide to which boxes on the ILR form can be left blank.  A tick indicates that an entry can be made in box on the ILR form.  See the section, ‘Updating the end information in the learning aim record’ for specific guidance on completing fields A37 and A38 for FMA/AMA learners.

	
	
	Programme type

	Programme related fields
	Location on the ILR form

(Part-section)
	NVQ learning
	E2E
	FMA

/AMA
	ESF co-financed learning aim
	Other LSC funded 

	A16
	Programme Entry Route
	B - 6
	(
	(
	(
	blank
	blank

	A24
	SOC code
	B - 6
	(
	blank
	(
	(
	(

	A26
	Sector code
	B - 6
	blank
	blank
	(
	blank
	blank

	L28
	Eligibility for enhanced funding
	A -3
	(
	blank
	(
	blank
	blank

	A37
	Number of units completed
	B - 7
	(
	blank
	see further guidance
	(
	(

	
	
	C - 9
	N/A
	(
	(
	N/A
	N/A

	A38
	Number of units to achieve full qualification
	B - 7
	(
	blank
	see further guidance
	(
	(

	
	
	C - 9
	N/A
	(
	(
	N/A
	N/A

	A43
	Framework achievement date
	B - 7
	blank
	blank
	(
	blank
	blank

	A51
	No. of OPPs
	B - 6
	(
	blank
	(
	blank
	blank

	A53
	Additional Learning/ Social needs
	B - 7
	(
	blank
	(
	blank
	blank


Starting a learner on FMA/AMA

For FMA/AMA a data set is returned for the LSC funded WBL NVQ.  Within this NVQ data set information is recorded about the sector framework for learners on an FMA/AMA programme.  A separate learning aim data set is returned for each technical certificate, subsidiary NVQ, key skill and basic skill qualification studied.
When starting a learner on a FMA/AMA it is necessary to record information on all the learning aims for that learner. Accordingly, providers should ensure that care is taken in completing the following questions:

A10
Funding Stream;

A09
Learning aim reference number (make sure this number is valid in the Learning Aims Database);

A27
Learning start date (this should reflect reality.  For example record when a key skills or technical certificate element is due to start – this could be different from the main aim);

A28
Planned end date (this should reflect how long each aim will take to achieve - some technical certificate elements will only last a few days);

A16
Programme entry route (care should be used as the the valid entries to this question have changed from 2002/3.  The entries ‘03’, progress to AMA from FMA and ‘04’, progress to NVQ 3 from NVQ 2 impact on funding); and

A51
No. of OPPs.  This is a new field replacing FEED date.  Only the main aim attracts OPP payments.

Starting learner on an FMA/AMA when NVQ is already achieved

This guidance is for any learners starting an FMA or AMA framework, who have previously achieved the NVQ.  Part A must be completed if the learner is new to the provider.  If the learner has achieved the NVQ through NVQ learning, at a different provider or outside of WBL, then enter the appropriate codes in the programme entry route on Part B.  Use one of the 13 generic codes in paragraph 2.b. of Annex H to the ‘2003/04 ILR spec’ for the learning aim reference field, A09.  The number of OPPs will usually be 3 for the framework, if the learner is expected to take longer to complete the framework, apply to your local LSC to increase the number of OPPs.  A new Part C should be completed for the number of subsidiary aims required to achieve the framework, including the appropriate funding in question A10, LSC funding stream.

For example, if a learner leaves an FMA programme early having completed the NVQ element and 2 out of 5 subsidiary aims and then subsequently restarts on the same framework with the same provider, then the learner should be restarted by completing a new Part B, using one of the 13 generic learning aim codes (see LAD) in question A09, Learning aim reference number, to describe the area of learning.  Enter ‘3’ into question A51, (unless a different number has been agreed with your local LSC).  The programme entry route should be ‘02’ or ‘06’ and the programme type ‘03’, FMA.  A new Part C should be completed for the 3 remaining subsidiary aims.  Complete questions A24 SOC code and A26 Sector code, as appropriate for the framework.

Starting a learner on an ESF co-financed learning aim

A learner can have more than one ESF co-financed learning aim.  In these circumstances, a copy of Part B of the ILR form must be completed for each learning aim, including question A06, ESF data set.  For each learning aim, Part D of the ILR form must be completed.  For further guidance see Annex B the ‘ESF quick reference guide’.

7 Recording change

General information

The ILR form has been designed to enable you to record details about the learner and the learning aims they are studying.  It is possible that the information recorded on the ILR form will be subject to change, either resulting from a change in circumstances of the learner, or a change to the learning aims they are studying.

Key identifier fields

The table below shows the possible key identifier fields that allow separate sheets, for example, the new Part B showing corrected information to be matched to the original ILR form.  Checking Box A in the header will identify sheets containing corrected records.

	Field number
	Field name
	Location of the field on the ILR form
	Needed when updating information on:

	
	
	
	Any Part of form
	Part A only
	All Parts except Part A

	L03/A03
	Learner reference number
	header
	(
	
	

	L25
	LSC no.
	header
	(
	
	

	L09
	Learner’s surname
	Section 1 and Section 5
	(
	
	

	L10
	Learner’s forename
	Section 1 and Section 5
	(
	
	

	L11
	Date of birth
	Section 1 and Section 5
	(
	
	

	L26
	National Insurance number
	Section 1
	
	(
	

	A09
	Learning aim reference
	Sections 6, 8 and 9
	
	
	(


Identifying how the ILR record should be updated

There are different ways to update the learner record:

· correcting errors;

· updating learner record;

· updating the start information;

· updating the end information;

· closing the learning aim; and

· closing the learner record.

Correcting errors on the ILR form

If it is necessary for you to correct an error in the information recorded in any Part of the ILR form, then a new sheet should be completed ensuring that the learning record to which this corrected information belongs is clearly identified by completing the key identifier fields.  The provider should sign and date every new sheet, or where information is changed on existing sheets.  The learner and provider must sign and date any changes made to the information recorded on Part A of the ILR form.  

Updating the learner record

Making changes to Part A

Where there is a change in the learner’s circumstances which do not lead to a change in their learning programme, for example, new address or change in contact details then Part A of the ILR form can be updated and there is no requirement to change any other part of the ILR form.  

If there is a change in the learner’s circumstances which does lead to a change in their learning programme, for example, if a learner is to be used as an ESF match then box B on part A must be ticked and an ESF data set part D completed.  Where is necessary to use a new sheet, ensure the learner record it belongs to is clearly identified.  There is no longer a requirement to make any changes to the ILR form when they learner reaches age 25.

Completing a new Part A
The learner’s reference number, question L03 never changes whilst the learner stays with the provider, even following a period of absence.  If a learner moves to a different provider they should be given a new learner reference number, by the new provider.

Questions, L38 and L39 in Section 4 of Part A of the ILR form are not completed until the learner record is closed when the learner leaves the provider.  At this point, the learner’s main aims and all of their subsidiary aims must also have been closed.  

Changes to the start information in Part B

With the exception of the questions shown in the table below, you cannot make any changes to the start information on Section 6 of Part B of the ILR form, because these questions define the type of programme the learner is on, and therefore the funding received.  As such, to make a change to much of the information recorded on Part B it is necessary to first close the programme, by completing section 7 of Part B of the ILR form and start the learner on a new programme.  Please see tables A-E in the following section for guidance on how to close a learning aim.

If you are updating the information recorded in the questions listed below, it is most likely that you do not need to change the information recorded for the learner’s subsidiary aims.

	Field name and number
	Guidance on how to record updated information in this field

	A23
	Delivery location postcode
	There is no requirement to update this field in the ILR.  Please refer to your own guidelines.

	A24
	SOC code
	There is no requirement to update this field in the ILR.  Please refer to your own guidelines.

	A44
	Placement employer name
	There is no requirement to update this field in the ILR.  Please refer to your own guidelines.

	A45
	Placement postcode
	There is no requirement to update this field in the ILR.  Please refer to your own guidelines.

	A49
	Special projects & pilots
	If the learning aim is involved in a special project or pilot at some time after the form has been signed, this box on the ILR form must be completed with the appropriate code so the field can be completed in the ILR.  It is sufficient to enter the code and to initial and date the entry.


Changes to start information in Part C

As with the main aim section part B you will not be able to update the information recorded for the subsidiary aims shown in Part C without closing the existing aim(s) and starting a new one.  You should initial and date the form to indicate where you have corrected an error.  

If you are updating the form to show that the aim is to be used for match funding, you should also complete Part D if you have not already done so.  You should not update the planned end date on Part C once it has been entered, even if the learner continues on the learning aim beyond that date.  You can start the learner on a new subsidiary aim at any time during their learning programme.

Completing a new Part B

Funding related programme changes within the same provider

The questions shown in table below must not be updated on the ILR form to indicate a change.  If you need to change the information recorded in Part B, then the existing main aim must be closed by completing section 7 on Part B and the learner started on a new main aim by completing section 6 on a new Part B.

A09
Learning aim reference number

A10
LSC funding stream

A15
Programme type 

A16
Programme entry route 

A26
Sector code
A28
Planned end date

A53
Additional Learning/ Social needs

If you are starting the learner on a new programme because of a changing in their ASLN status or because their learning aim reference number has expired (that is, the learner is continuing beyond the accreditation date) there is no need to make any change to their subsidiary aims recorded on Part C.  However, if the learner is starting on a new programme, you may need to close the learner’s subsidiary aims.  Further guidance is given below.

Guidance on closing a subsidiary learning aims 
For E2E the programme is made up of subsidiary aims that are recorded under the E2E main aim, the generic code XE2E0001.  If the learner transfers from one subsidiary aim to another, this will not impact on the main aim, and therefore Part B of the ILR form does not need to be updated.  You should update Part C of the ILR form to show the new subsidiary aims.  All subsidiary learning aims must be closed before the E2E programme can be completed.

For FMA/AMA frameworks, if the learner transfers from one technical certificate to another one, this may impact on the main aim.  In this case you should consider whether the learner should continue on their main aim, a new Part B may need to be completed and the learner started on a new framework.  The non-directly funded subsidiary aims that form part of the framework, such as key skills can be left open if the learner is continuing with them as part of their new framework.

Updating the end information in the learning aim record

The ILR must be completed and updated regularly to reflect progress in the learners individual learning plan.  Information on subsidiary aims should be updated when the outcome of the learning is known (questions A40, A31, A34, A35, A37 & A38 should be completed as applicable).  For guidance on how to complete section 7 of Part B and Section 9 of Part C, see the section below.

Completing Section 7 of Part B or Section 9 of Part C

The tables below indicates the valid entries to use in each circumstance when completing section 7 Part B or section 9 Part C.

Table A

	Scenario
	Learner is in learning
	Learning has ended, awaiting external verification 

	Outcome
	Continuing
	Unknown outcome

	Programme type
	All aims
	All main aims except FMA/AMA
	Funded subsidiary aims, for example technical certificate
	FMA/AMA learner completed NVQ continuing in learning

	LSC Funding stream (A10)
	40, 41, 42, 70 or 99
	40, 70
	41
	40


	A31
	Learning actual end date
	blank
	blank
	date learning ended 
	blank

	A34
	Completion status
	1
	1
	2
	1

	A35
	Learning outcome
	9
	4
	4
	9

	A37
	Number of units completed
	blank
	blank
	blank
	blank

	A38
	Number of units to achieve full qualification
	blank
	blank
	blank
	blank

	A40
	Achievement date††
	blank
	blank
	blank
	date NVQ achieved 

	A43
	Framework Achievement date††
	blank
	blank
	blank
	blank


Table B
	Scenario
	Learning activity completed, known outcome

	Outcome
	Achieved

	Programme type
	All aims except FMA/AMA
	NVQ where FMA/AMA not achieved
	FMA/AMA

	LSC Funding stream (A10)
	40, 41, 42, 70 or 99
	40 
	40


	A31
	Learning actual end date
	date learning aim achieved
	date learning aim achieved
	date framework achieved

	A34
	Completion status
	2 (completed)
	3 (withdrawn)
	2

	A35
	Learning outcome
	1 (achieved)
	3 (not achieved)
	1

	A37
	Number of units completed
	blank
	blank
	blank

	A38
	Number of units to achieve full qualification
	blank
	blank
	blank

	A40
	Achievement date†
	date learning aim achieved
	date NVQ achieved
	date NVQ achieved

	A43
	Framework Achievement date†
	blank
	blank
	date framework achieved


Table C
	Scenario
	Learning activity completed, known outcome

	Outcome
	Partially achieved
	Not achieved

	Programme type
	All aims except FMA/AMA and E2E
	NVQ where FMA/AMA not achieved
	All aims

	LSC Funding stream (A10)
	40,41, 42, 70 or 99
	40
	40,41, 42 or 99


	A31
	Learning actual end date
	date learning ended
	date learning ended
	date learning ended

	A34
	Completion status
	2 (completed)
	3 (withdrawn)
	3

	A35
	Learning outcome
	2 (partial achievement)
	2
	3 (no achievement)

	A37
	Number of units completed
	enter no. of units
	enter no. of units
	blank

	A38
	Number of units to achieve full qualification
	enter no. of units
	enter no. of units
	blank

	A40
	Achievement date†
	blank
	blank
	blank

	A43
	Framework Achievement date†
	blank
	blank
	blank


Table D
	Scenario
	Learning activity not completed

	Outcome
	Transferred
	Withdrew

	Programme type
	All aims
	All aims

	LSC Funding stream (A10)
	40,41, 42, 70 or 99
	40,41, 42, 70 or 99


	A31
	Learning actual end date
	Date learner transferred
	Date learning ended

	A34
	Completion status
	4 (transferred)
	3 (withdrew)

	A35
	Learning outcome
	3 (no achievement)
	3

	A37
	Number of units completed
	blank
	blank

	A38
	Number of units to achieve full qualification
	blank
	blank

	A40
	Achievement date†
	blank
	blank

	A43
	Framework Achievement date†
	blank
	blank


† the achievement of the learning aim may be internally or externally verified.  Please see questions A40 and A43 in Section 1.

†† External verification is only required where the provider does not have direct claim status.

	

















Question name and number
	A31
	A34
	A35
	A37
	A38
	A40
	A43

	
	Learning actual end date
	Completion Status
	Learning Outcome
	Number of units completed from a full learning aim
	Number of units required to achieve full learning aim
	Achievement date
	Framework achievement date

	Learner is continuing in learning and has not yet achieved the NVQ or the framework†
	blank
	1
	9
	blank
	blank
	blank
	blank

	Learner has withdrawn from (left) learning without achieving the NVQ or the framework
	date learning ended
	3
	3
	blank
	blank
	blank
	blank

	Learner has partially achieved the NVQ and has withdrawn (left) without achieving the framework††
	date learning ended
	3
	2
	enter no. of units
	enter no. of units
	blank
	blank

	Learner has achieved the NVQ and has withdrawn (left) without achieving the framework
	date learning ended
	3
	3
	blank
	blank
	date NVQ achieved
	blank

	Learner has achieved the NVQ and is continuing towards the framework (for example the learner is still in learning on subsidiary aims)
	blank
	1
	9
	blank
	blank
	date NVQ achieved
	blank

	Learner has achieved the framework (all elements of the framework have been achieved including the NVQ and an application for certification has been made)
	date learning ended
	2
	1
	blank
	blank
	date NVQ achieved
	date framework achieved


The table below summarises tables A to D and indicates the valid entries for the questions in Section 7 of Part B when recording different completion and achievement scenarios of a learner on an FMA or AMA.  Please note in all cases the questions on Part C of the ILR form relating to the subsidiary aims should be completed to reflect the reality of the learner’s situation.
† Note that the learner should be recorded as ‘continuing’ even when the learner has ceased training and is awaiting the result of the NVQ or subsidiary aims.  See page 26 for details of when the NVQ or subsidiary aims can be recorded as achieved.
†† Note that in this scenario only, where the NVQ is partially achieved and the framework is not achieved, the entry in field A35, Learning outcome relates to the partial achievement of the NVQ, not the framework, the entries in fields A37 and A38 indicate the number of units achieved towards the NVQ.  The entries in fields, A31, A34 and A43 still relate to the framework.  The partial achievement of a framework cannot be recorded in the ILR.  
8 Reasons for closing aims

	Scenarios
	Learner does not achieve the qualification
	Learner achieves their qualification

	Learner leaves and continues programme at another provider
	Tables E-H
	Tables I-L

	Learner leaves 
	Table N
	Tables I-L

	Learner transfers to another programme within provider with no break
	Tables E-H
	Tables I-L

	Learner transfers to another programme within provider with break greater than 13 weeks
	Tables E-H
	Tables I-L

	Learner transfers to another learning aim within the same programme area 
	Tables E-H
	Tables I-L

	Learner absence
	Tables M-Q
	-

	Learner status changes
	Tables R-S
	-

	Change to other fundable element of programme 
	Tables T-U
	-


There is no requirement to change the ILR form, should the learner continue on any learning aim beyond the planned end date recorded on the ILR form.  There is also no requirement to change the ILR form, should the learner continue in learning beyond the time at which all of the on-programme payments have been paid for the programme.

Learner leaves learning aim without achieving the qualification

When a learner finishes their learning programme, without achieving the main learning aim that defines the programme, Part B of the ILR form must be updated to record the end information for the main learning aim.  This means recording the completion status the programme and recording the reason learning ended.  If the learner is also leaving the provider the destination questions in Section 4 of Part A of the ILR form must be completed.

If the learner is leaving the provider, all of their learning aims must be closed.  If the learner is remaining with the provider, in most cases all of the learning aims should be closed.  However, in some cases, it may be appropriate to leave the learner’s subsidiary aims open, for example key skills qualifications, which could be applicable to the new programme.  If the learner is transferring to a new programme within the provider or their learning programme is being closed for funding purposes only, for example because the learner’s ALSN status has changed, and the learner is continuing on the same subsidiary learning aims, there is no need to update part C of the ILR form.

Use the tables below for guidance on completing Part B of the ILR form

Table E NVQ learning
	Scenario
	Learner finishes and starts new programme in less than 13 weeks
	Transfers to another provider
	Learner leaves provider
	Learner finishes and starts a new programme after more than 13 weeks
	Change in funding (continuing on the same aim)

	NVQ learning
	A31
	Learning actual end date
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning

	
	A34
	Completion status
	4
	3
	3
	3
	5

	
	A35
	Learning outcome
	3
	3
	3
	3
	3

	
	A50
	Reason learning ended
	04 or 05 or 97
	02
	97 or 98
	97 or 98
	06

	
	L38
	Employment status on last day of learning
	blank
	blank
	blank
	blank
	blank

	
	L39
	Destination
	blank
	97
	Any valid code
	blank
	blank

	
	All of the remaining fields on Part B of the ILR form should be left blank

	
	

	
	Complete Section 6 on a new Part B as shown below.

	
	A16
	Programme entry route
	04 or 02
	07
	blank
	06
	08

	
	Complete the remaining fields on the new Part B as for the new programme or as for the previous record if the learner is continuing on the same programme.


Table F FMA/AMA framework
	Scenario
	Learner finishes and starts new programme in less than 13 weeks
	Transfers to another provider
	Learner leaves provider
	Learner finishes and starts a new programme after more than 13 weeks
	Change in funding (continuing on the same framework)

	FMA/AMA framework
	A31
	Learning actual end date
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning

	
	A34
	Completion status
	4
	3
	3
	3
	5

	
	A35
	Learning outcome
	3
	3
	3
	3
	3

	
	A50
	Reason learning ended
	04 (FMA only) or 05 or 97*
	02
	97or 98
	97 or 98
	06

	
	L38
	Employment status on last day of learning
	blank
	blank
	blank
	blank
	blank

	
	L39
	Destination
	blank
	97
	Any valid code
	blank
	blank

	
	All of the remaining fields on Part B of the ILR form should be left blank

	
	Subsidiary aims
	Some aims may be continued depending on circumstances
	Close all aims
	Close all aims
	Close all aims
	Some aims may be continued depending on circumstances

	
	

	
	Complete Section 6 on a new Part B (and Section 7 on Part C if applicable) as shown below.

	
	A16
	Programme entry route
	03 (AMA only) or 02*
	07
	blank
	06
	08

	
	Complete the remaining fields on the new Part B (and Part C if applicable) as for the new programme or as for the previous record if the learner is continuing on the same framework.


*In some cases the reason the learner finishes their main learning aim may be triggered by a change to the programme due to them changing their subsidiary aims.  For example, a learner on an FMA may wish to transfer to a new technical certificate, which requires them to transfer to a different FMA even though their NVQ is unchanged. 

Table G E2E
	Scenario
	Learner finishes and starts new programme in less than 13 weeks
	Transfers to another provider
	Learner leaves provider
	Learner finishes and starts a new programme after more than 13 weeks
	Change in funding (continuing on the same programme)

	E2E
	A31
	Learning actual end date
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning

	
	A34
	Completion status
	4
	3
	3
	3
	5

	
	A35
	Learning outcome
	3
	3
	3
	3
	3

	
	A50
	Reason learning ended
	20 or 21 or 22 or 97
	02
	97 or 98
	97 or 98
	06

	
	L38
	Employment status on last day of learning
	blank
	blank
	blank
	blank
	blank

	
	L39
	Destination
	blank
	97
	Any valid code
	blank
	blank

	
	All of the remaining fields on Part B of the ILR form should be left blank.  All subsidiary aims must be closed

	
	Subsidiary aims
	Close all aims
	Close all aims
	Close all aims
	Close all aims
	Some aims may be continued depending on circumstances

	
	

	
	Complete Section 6 on a new Part B (and Section 7 on Part C if applicable) as shown below.

	
	A16
	Programme entry route
	02
	07
	blank
	06
	08

	
	Complete the remaining fields on the new Part B (and Part C if applicable) as for the new programme or as for the previous record if the learner is continuing on the same programme.


Table H ESF-co-financed learning aims
	Scenario
	Learner finishes and starts new programme in less than 13 weeks
	Transfers to another provider
	Learner leaves provider
	Learner finishes and starts a new programme after more than 13 weeks
	Change in funding (continuing on the same aim)

	ESF co-financed learning aims
	A31
	Learning actual end date
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning

	
	A34
	Completion status
	4
	3
	3
	3
	5

	
	A35
	Learning outcome
	3
	3
	3
	3
	3

	
	A50
	Reason learning ended
	97*
	02
	97 or 98
	97 or 98
	06

	
	L38
	Employment status on last day of learning
	blank
	blank
	blank
	blank
	blank

	
	L39
	Destination
	blank
	97
	Any valid code
	blank
	blank

	
	All of the remaining fields on Part B of the ILR form should be left blank

	
	Complete Section 6 on a new Part B as for the new learning aim or as for the previous record if the learner is continuing on the same learning aim

	
	A16
	Programme entry route*
	02
	07
	blank
	06
	blank


*this field should not be completed if the learner is transferring to a ESF co-financed learning aim.  If the learner completes and then starts WBL programme, they should be recorded as a first time entrant on the WBL funded programme.

Learner leaves the learning aim and achieves the qualification

For subsidiary aims, the ILR should be updated to show the achievement.  The destination data on Section 4 of Part A of the ILR form, should only be completed when the learner leaves the provider

Table I NVQ learning 
	Scenario
	Learner finishes and starts new programme in less than 13 weeks
	Transfers to another provider
	Learner leaves provider
	Learner finishes and starts a new programme after more than 13 weeks

	NVQ learning
	A50
	Reason learning ended
	04 or 05 or 97
	02
	97
	97

	
	L38
	Employment status on last day of learning
	blank
	Any valid code
	Any valid code
	blank

	
	L39
	Destination
	blank
	97
	Any valid code
	blank

	
	The remaining fields on Part B of the ILR form should be completed as for achievement or partial achievement as shown in table xx

	
	

	
	Complete Section 6 on a new Part B (an new Part C if applicable) as shown below.

	
	A16
	Programme entry route
	04 or 02
	07
	blank
	06

	
	Complete the remaining fields on the new Part B (and Part C if applicable) as for the new programme or as for the previous record if the learner is continuing on the same framework.


Table J FMA/AMA framework
	Scenario
	Learner finishes and starts new programme in less than 13 weeks
	Transfers to another provider
	Learner leaves provider
	Learner finishes and starts a new programme after more than 13 weeks

	FMA/AMA framework
	A50
	Reason learning ended
	04* or 05 or 97
	02
	97
	97

	
	L38
	Employment status on last day of learning
	blank
	Any valid code
	Any valid code
	blank

	
	L39
	Destination
	blank
	97
	Any valid code
	blank

	
	Subsidiary aims
	Close all aims*
	Close all aims
	Close all aims
	Close all aims*

	
	The remaining fields on Part B and Part C of the ILR form should be completed as for achievement or partial achievement as shown in table xx. 

	
	

	
	Complete Section 6 on a new Part B (and new Part C if applicable).as shown below.

	
	A16
	Programme entry route
	03* (AMA only) or 02
	07
	blank
	06

	
	Complete the remaining fields on the new Part B (and Part C if applicable) as for the new programme or as for the previous record if the learner is continuing on the same framework.


*It is important to remember that where a subsidiary aim is funded as part of the framework, for example technical certificate or key skills, then these learning aims must be completed before the framework can be achieved.  A learner may progress onto a new programme before the existing record for the FMA has been closed.  However, the ILR only allows one main aim to be open at any given time, therefore only the new subsidiary aims can be recorded on Part C of the ILR form.  When the FMA framework is achieved, the new programme can be recorded on Part B of the ILR form as having a start date immediately following the learning end date of the FMA.
Table K E2E
	Scenario
	Learner finishes and starts new programme in less than 13 weeks
	Transfers to another provider
	Learner leaves provider
	Learner finishes and starts a new programme after more than 13 weeks

	E2E
	A50
	Reason learning ended
	20 or 21 or 22 or 97
	02
	97
	97

	
	L38
	Employment status on last day of learning
	blank
	Any valid code
	Any valid code
	blank

	
	L39
	Destination
	blank
	97
	Any valid code
	blank

	
	Subsidiary aims
	Close all aims
	Close all aims
	Close all aims
	Close all aims*

	
	The remaining fields on Part B and Part C of the ILR form should be completed as for achievement or partial achievement as shown in tables A to C. 

	
	

	
	Complete Section 6 on a new Part B (and new Part C if applicable).as shown below.

	
	A16
	Programme entry route
	02
	07
	blank
	06

	
	Complete the remaining fields on the new Part B (and Part C if applicable) as for the new programme or as for the previous record if the learner is continuing on the same framework.


Table L ESF-co-financed learning aims
	Scenario
	Learner finishes and starts new programme in less than 13 weeks
	Transfers to another provider
	Learner leaves provider
	Learner finishes and starts a new programme after more than 13 weeks

	ESF-co-financed learning aims
	A50
	Reason learning ended
	97*
	02
	97 or 98
	97 or 98

	
	L38
	Employment status on last day of learning
	blank
	Any valid code
	Any valid code
	blank

	
	L39
	Destination
	blank
	97
	Any valid code
	blank

	
	Subsidiary aims
	Close all aims
	Close all aims
	Close all aims
	Close all aims*

	
	The remaining fields on Part B and Part C of the ILR form should be completed as for achievement or partial achievement as shown in tables A to C. 

	
	

	
	Complete Section 6 on a new Part B (and new Part C if applicable).as shown below.

	
	A16
	Programme entry route*
	05 or blank
	05 or blank*
	blank
	05 or blank

	
	Complete the remaining fields on the new Part B (and Part C if applicable) as for the new programme or as for the previous record if the learner is continuing on the same framework.


*this field should not be completed if the learner is transferring to a ESF co-financed learning aim.  If the learner completes and then starts WBL programme, they should be recorded as a first time entrant on the WBL funded programme. 

Learner absence

The authorised period of absence is 21 days.  If learner is absent for more than 21 days for any reason, the ILR form must be completed to show the learner has withdrawn from all of their learning aims and funding has stopped.  The learner will then fall into one of 3 categories:

· learner does not return to the provider

· learner returns to the provider after a break of less than 13 weeks

· learner returns to the provider after a break of greater than 13 weeks 

Learner is absent and will not be returning to the provider

If the learner leaves the provider prior to completing any learning aims, complete Section 4 of Part A, Section 7 of Part B and (Section 9 of Part C if applicable) as shown in the table below.  If the learner completes any learning aims prior to leaving, the learning aims should be closed and fields A34 and A35 completed as shown in Tables E-H.  In the event that the learner has died, the form should be completed as shown in the table below.  Part A should be updated; with code 2 entered into boxes L27a and L27b. In the event the learner has an injury or illness, a judgement should be made as to whether boxes L27a and L27b should be updated.

Table M

	
	
	Reason for leaving

	Scenario
	Location of field on ILR form 

(Part-Section)
	Pregnancy or other reason
	Illness
	Unknown
	Death

	L39
	Destination 
	A-4
	97 
	Other(or valid code if relevant)
	97
	Other 
	98
	Unknown
	61
	Death

	A31
	Learning actual end date
	B-7 and (C-9) if applicable
	Enter last date of learning 
	Enter last date of learning
	Enter last date of learning
	Enter last date of learning

	A34
	Completion status
	B-7 and (C-9) if applicable
	3
	Withdrawn
	3
	Withdrawn
	3
	Withdrawn
	3
	Withdrawn

	A35
	Learning outcome
	B-7 and (C-9) if applicable
	3
	No achievement
	3
	No achievement
	3
	No achievement
	3
	No achievement

	A50
	Reason learning ended
	B-7
	97
	Other
	03
	Learner injury illness
	98
	Reason not known
	97
	Other

	All of the remaining fields on the ILR form should be left blank


The learner is absent and will return to the provider after a break of less than 13 weeks

Close all of the existing learning aims record on the ILR form by completing Section 7 of Part B (and Section 9 of Part C if applicable), as shown below.  There is no need to update Part A of the ILR form.

Table N
	Scenario
	Location of field on ILR form 

(Part-Section)
	Learner is intending to continue on the same programme
	Learner expected to continue on a different programme

	A31
	Learning actual end date
	B-7 and (C-9) if applicable
	Enter last date of learning
	Enter last date of learning

	A34
	Completion status
	B-7 and (C-9) if applicable
	5
	Changes in learning within same programme type
	4
	Learner transferred

	A35
	Learning outcome
	B-7 and (C-9) if applicable
	3
	No achievement
	3
	No achievement

	
	
	
	Any reason for absence
	injury/illness
	Any reason for absence
	injury/illness

	A50
	Reason learning ended
	B-7
	06
	Learner has stopped on this aim due to a change in funding other than for ALSN
	03
	Learner injury illness
	97
	Other 
	03
	Learner injury illness

	All of the remaining fields on the ILR form should be left blank


When the learner returns to the provider, complete Section 6 on a new Part B (and Section 7 on Part C if applicable) as shown below.

Table O
	Scenario
	Location of field on ILR form 

(Part-Section)
	Learner returns to the provider after a break of less than 13 weeks

	A16
	Programme entry route
	B-6
	02
	Resume within 13 weeks

	A27
	Learning start date
	B-6 and (C-8) if applicable
	Enter the date the learner resumes learning

	A51
	On-programme payments
	B-6
	Enter the balance of OPPs = full OPPs for the learning aim minus the number already paid for the learner prior to absence 

	Complete the remaining fields on the new Part B (and Part C if applicable) as for the previous record as the learner is continuing on the same programme.


If the learner returns to start a new learning programme, enter the full OPPs for the learning aim in field A51 and complete the remaining fields on the new Part B (and Part C if applicable) as appropriative for the new programme.

Learner is absent and will return to the provider after a break of greater than 13 weeks

Close all of the existing learning aims record on the ILR form by completing Section 7 of Part B and (Section 9 of Part C if applicable), recording the reason for leaving as other as shown in the table below.

Table P
	Scenario
	Location of field on ILR form 

(Part-Section)
	Learner is intending to continue on the same programme
	Learner expected to continue on a different programme

	A31
	Learning actual end date
	B-7 and (C-9) if applicable
	Enter last date of learning
	Enter last date of learning

	A34
	Completion status
	B-7 and (C-9) if applicable
	5
	Changes in learning within same programme type
	3
	withdrawn

	A35
	Learning outcome
	B-7 and (C-9) if applicable
	3
	No achievement
	3
	No achievement

	
	
	
	Any reason for absence
	injury/illness
	Any reason for absence
	injury/

illness

	A50
	Reason learning ended
	B-7
	06
	Learner has stopped on this aim due to a change in funding other than for ALSN
	03
	Learner injury illness
	06
	other
	03
	Learner injury illness

	All of the remaining fields on the ILR form should be left blank


When the learner returns to the provider, complete Section 6 on a new Part B (and Section 7 on Part C if applicable) as shown below.

Table Q
	Scenario
	Location of field on ILR form 

(Part-Section)
	Learner returns to the provider after a break of greater than 13 weeks

	A16
	Programme entry route
	B-6
	06
	Return to WBL

	A27
	Learning start date
	B-6 and (C-8) if applicable
	Enter the date the learner resumes learning

	A51
	On-programme payments
	B-6
	Enter the full OPPs for the learning aim

	Complete the remaining fields on the new Part B (and Part C if applicable) as for the previous record as the learner is continuing on the same programme


If the learner returns to start a new learning programme, enter the full OPPs for the learning aim in field A51 and complete the remaining fields on the new Part B (and Part C if applicable) as appropriate for the new programme.

Change to ALSN status of the learner

Close the existing learning aims record on the ILR form by completing Section 7 of Part B as shown below.  There is no requirement to make any changes to the subsidiary aims on Part C.

Table R
	Fields to complete
	Location of field on ILR form 

(Part-Section)
	

	A31
	Learning actual end date
	B-7
	Enter the last date of learning with current ALSN status

	A34
	Completion status
	B-7 
	5
	Changes in learning within same programme type

	A35
	Learning outcome
	B-7 
	3
	No achievement

	A50
	Reason learning ended
	B-7
	01
	Learner ALSN status has changed

	All of the remaining fields on the ILR form should be left blank


Complete Section 6 on a new Part B as shown below.

Table S
	Fields to complete
	Location of field on ILR form 

(Part-Section)
	Other

	A16
	Programme entry route
	B-6
	08
	Restart for funding purposes

	A27
	Learning start date
	B-6
	Enter the first date of learning with new ALSN status

	A51
	On-programme payments
	B-6 
	Enter the balance of OPPs = full OPPs for the learning aim minus the number already paid for the learner prior to absence

	A53
	Additional Learning / Social needs
	B-6
	Enter appropriate code

	Complete the remaining fields on the new Part B as for the previous record as the learner is continuing on the same programme


Change to other fundable element of the programme 

This will include the scenario where a learning aim reference has expired.  Close the existing learning aims record on the ILR form by completing Section 7 of Part B as shown below.  There is no requirement to make any changes to the subsidiary aims on Part C.  

Table T
	Fields to complete
	Location of field on ILR form 

(Part-Section)
	

	A31
	Learning actual end date
	B-7
	Enter the last date of learning prior to change in funding

	A34
	Completion status
	B-7 
	5
	Changes in learning within same programme type

	A35
	Learning outcome
	B-7 
	3
	No achievement

	A50
	Reason learning ended
	B-7
	06 
	Learner has stopped on this aim due to a change in funding

	All of the remaining fields on the ILR form should be left blank


Complete Section 6 on a new Part B as shown below.  

Table U
	Fields to complete
	Location of field on ILR form 

(Part-Section)
	Other

	A16
	Programme entry route
	B-6
	08
	Restart for funding purposes

	A27
	Learning start date
	B-6
	Enter the date following the last date of learning prior to change in funding

	A51
	On-programme payments
	B-6 
	Enter the balance of OPPs = full OPPs for the learning aim minus the number already paid for the learner on this aim

	Except for the questions you have updated, complete the remaining questions on the new Part B as for the previous record as the learner is continuing on the same programme
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