Draft email to providers re: L03

Email title: Qualification Success Rates reports – the impact of changing Learner Reference Numbers (field L03)

Email body:

Dear <insert name>

I am contacting you on behalf of the Data Service, the organisation that collects your Individualised Learner Record (ILR) data and produces Qualification Success Rate (QSR) reports on individuals undertaking an Apprenticeship or Train to Gain programme.
This email contains important information relating to your QSR report, so we would advise you to read it carefully and act on the guidance provided.

We are aware of an issue relating to QSR reports for Apprenticeships and Train to Gain where providers have changed their Learner Reference Number (field L03 in the ILR) for one or more learners. This applies to learners who have planned or actual end dates for an Apprenticeship framework or Train to Gain funded learning aims in the academic years 2005/06 through to 2008/09.

As you are aware the Learner Reference Number is a number assigned to the learner by the provider which, in the case of success rates, is used to track the learner across academic years and enables us to calculate the total number of learners who started a programme of learning for a provider. 

As stated in the ILR specification for 2008/09 the learner reference number should be retained by the learner for any period of study with the provider and should not be reused for a different learner. This means that you should not have made any changes to a learner’s reference number during their period of study.

If you have changed the reference number for any of your learners during the last four years then this means that it is not possible to just use these variables to track those learners across academic years and the result is that those learners are counted twice, and hence your success rate will be lower than it would have otherwise been. Success rate figures for 2008/09 will only be affected by learners who have planned or actual end dates in the 2008/09 academic year.

In order for the Data Service to prepare your end of year QSR report using the correct number of learners we will need your help in identifying where you have changed field L03 for an individual learner. Without your support we will be unable to verify which records you have changed. 

Action required:

We have carried out a data mapping exercise to attempt to identify learners for which you have changed the field L03. The attached spreadsheet lists all of the Learner Reference Numbers for 2008/09 which we believe you have changed during the learner’s period of study. Please can you check these records and complete the spreadsheet with: the date of change, the previous L03 (if you have changed the L03 over the last four years) and the reason for changing it.
Please do not make any changes to the structure of this Excel file as it will affect how the information is collated resulting in a delay to the processing of your information and may mean that your details are not included in the success rate calculation. 

This information should then be emailed to the Data Service’s Service Desk at servicedesk@thedataservice.org.uk.
In order for us to include this information in the end of year QSR reports we will need to have received your file by 13 November 2009.

Please be aware that the Information Authority’s Individualised Learner Record guidance for 2009/10 states: “Changes to the learner reference number should be avoided if at all possible between years for continuing learners.”
“If a provider does unavoidably have to change the learner reference numbers used, for example because of a change to their MIS system.  Or as a result of transfer of FE NVQs to Train to Gain (TtG), they should ensure that the Data Service are informed of this change so that mapping information between the old and new numbers can be obtained.”
If you have any queries relating to this email please contact the Service Desk on Tel: 08702 670001.

Many thanks in advance for your assistance,

Very best regards,

Service Desk
