TIPS FOR DEVELOPING A TRAINING DATABASE
· Install an up-to-date and accurate employee profile, if possible link it to the payroll database so that any payroll changes are automatically reflected

· Maintain an up-to-date employee profile 

· Ensure that the database indicates, for each employee:

· Race

· Gender

· Occupational level 

· Occupational category (NB: The occupational level and category on this data base must be the same as the occupational level and category on the employment equity database)

· First name, surname and preferred name

· Employee numbers

· Department; job title and job grade

· Disability or special need of relevant

· Ensure that the database allows space, for each employee for:

· A list of at least 3 key skills needs 

· A record of the training intervention planned for each skill need

· A record of the training provider; training course name; date and venue of training

· A record of the outcome of the training intervention

· An ideal database would allow you to print out;

· A monthly training report for each department

· A monthly progress report for the Training Committee and your management report

· A monthly training schedule (plan) for each department

· A training plan in the format of the Workplace Skills Plan 

· A report in the format of the Annual Training Report

In addition records should be kept and made available as required to the Training Provider in order to comply with the SAQA requirement that records to be placed on the National Learners Record Database must include the following minimum data:

· Name of the Learner

· Unique Learner number or reference

· Contact details

· Demographics, i.e. age, gender, location, etc

· Education and training background and experience, e.g. prior credits or qualifications, prior learning and previous learning experiences

· Special learning needs (if any) e.g. disabilities or learning difficulties

· Additional learning needs (if any) e.g. further experience or new technology

· Motivation for entering a learning programme or programmes

· Programme or programmes for which the Learner is registered

· Resource factors, e.g. place and date of learning and equipment and materials used

· Records of the results of assignments

· Records of workplace experience

· Comprehensive assessment records

· Standard and qualifications achieved

	 
	The NQF and the National Learners’ Records Database (NLRD)

What is the National Learners’ Records Database?

The South African Qualifications Authority (SAQA) is responsible for the development and implementation of the National Qualifications Framework (NQF). The primary objective of the NQF is the creation of a high quality education and training system in South Africa that embraces the concept of life-longlearning for all.

One of the features of a quality system is the ability to manage and report information about the system accurately. The National Learners’ Records Database (NLRD) is an electronic management information system to facilitate the management of the National Qualifications Framework and enable the South African Qualifications Authority to report accurately on most aspects of the education and training system of South Africa.

View PowerPoint presentation: Introduction to the NLRD
What information is provided by the NLRD?

The NLRD provides the following information:

· SAQA and its sub-structures, including National Standards Bodies (NSBs) and Standards Generating Bodies (SGBs) and their areas of competence and member details; 

· Standards and qualifications registered on the NQF including exit level outcomes and assessment criteria; 

· Accredited Education and Training Quality Assurance bodies (ETQAs) and the standards and qualifications for which accreditation has been granted; 

· Accredited providers and registered assessors; 

· SAQA-appointed Moderating Bodies; 

· The records of learners who achieve the outcomes of standards or qualifications registered on the NQF and their achievements.

How was the NLRD developed?

The NLRD was developed in conjunction with the Canadian International Development Agency (CIDA) and is now in its fourth phase (Release 1.4).

What functions are available on the system?

· On-line data entry and data access; 

· On-line and batch-loading processes to allow for qualifications and standards to be loaded into the NLRD from NSBs and SGBs; 

· On-line and batch-loading processes to register Assessors and permit accreditation of ETQAs and Providers; 

· Batch-loading processes to record learner achievements; 

· Reports on all information held in the NLRD; 

· A security system; 

· Implementation of the NQF business rules.

What are the technical details of the NLRD?

The NLRD database resides on an Oracle database hosted on a RS/6000 enterprise server. The RS/6000 has 2GB memory and 3x 18.2 GB Hard Disk in RAID-5 configuration. The system is connected within the SAQA LAN, which has± 70 IBM PentiumI PCs connected to it, running Windows NT4.

The application is written in Visual Basic and both Crystal Reports and MS Access are used for reporting purposes. Backup of data is done by means of ADSM software and a 35 GB DLT tape drive. Users access the NLRD from their desktop PCs with the Oracle Client and network software loaded onto them. User groups and access rights to system modules are administered by SAQA’s NLRD Manager.

Is information generally available?

Information is downloaded daily to searchable databases on the SAQA website. SAQA provides information to appropriate queries only on the basis that confidentiality is ensured for all sensitive information. The security of the NLRD is ensuredthrough a sophisticated protection system.

Who can make use of the NLRD information?

· As a learner, you will ultimately have access to a verified record of your own personal learning achievements. You will be able to see a full list of the standards and qualifications registered on the NQF. You will be able to verify the accreditation status of providers of the qualifications you wish to pursue. 

· As a provider of education and training, you are able to see a full list of the standards and qualifications registered on the NQF, and you will be able to find out which ETQA is responsible for the quality assurance of the standards and qualifications and the list of registered assessors for those standards and qualifications. You will be able to find out details about the members and areas of activity of the twelve NSBs and their associated SGBs. 

· As a member of business and industry, you will be able to verify the achievements of applicants for work. You are able to see a full list of the standards and qualifications registered on the NQF in order to choose which are relevant for your organisation and so plan your training programmes accordingly. You will also be able to find out which providers have been accredited and which ETQA is responsible for the quality assurance of the standards and qualifications, as well as the list of registered assessors for those standards and qualifications. 

· As a worker, you will have access to a verified record of your own personal learning achievements. You will be able to see a full list of the standards and qualifications registered on the NQF and hence be able to plan your life-long learning programme. 

· Politicians and government departments benefit from NLRD information as it enables informed policy decisions regarding education and training and human resource development in the areas of industry development, immigration and deployment of available resources. 

· Society has verified data on the education and training that is available as well as an informed view of the nature and quality of the labour force and education system at a national level. 

How do I contact the National Learners’ Records Database at SAQA?

· If you want to know more about the information contained in the NLRD, the policies governing it, the batch load specifications, or data structures: contact the NLRD Manager, Yvonne Shapiro, e-mail yshapiro@saqa.co.za, tel. (012) 431 5050.
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