Provider Checklist for SMS upload 

Overview:

· NB: when learners are enrolled onto learning programmes providers must link them to the unit standards

· Once verifications are approved by ETQA providers must do the following:

1. Link learners with Unit Standard/s where they are not linked to learners

2. Link the learners to assessors and moderators on the SMS System

3. Input the assessment date

4. Inform INSETA, specifically William Fisher at williamf@inseta.org.za that learners and all information has been loaded on the SMS System

5. INSETA will then approve the upload on the SMS System

6. INSETA will then issue certificate and/or statement of achievements where learners are found competent.

Accreditation process:

1. the provider obtains primary accreditation as a training organization (from 1 SETA ETQA only). Providers that have institutional accreditation will be subject to an audit every 3 years for the purpose of extending accreditation. this is separate from approving a scope of unit standards or qualifications.   
2. NB: Institutional accreditation does not automatically include a scope for NQF unit standards and/or qualifications. Separate application must be made for a scope. 

3. Once accredited, the provider may apply for a scope of registered unit standards and/or qualifications registered by the primary SETA or any other SETA . NB: new or reviewed qualifications/unit standards are not automatically included and must be applied for separately. 

4. Once approved, INSETA links named assessors, moderators, and unit standards/qualifications to the provider name. NB: the provider must inform INSETA if there are any changes.

5. When the provider is ready to enroll learners onto a learning programme the learners must be linked to the provider (and employer where applicable). This can be done off-line using the CD.

6. The provider must save offline data and can transfer in batches to the online version

7. Assessors, moderators, learners and assessment dates must be linked online and any changes updated continually to ensure that all data are always current.
8. The provider will be approved to upload credits only once the assessments have been verified by the ETQA verifiers.
9. Prior to uploading, the provider must re-check that information per nos. 4 and 5 are still current and that learner names, surnames, ID numbers etc. are correct. 

10. INSETA can generate certificates only once all credits are uploaded correctly and in line with the rules of combination 

SMS Upload Checklist
If you’re having difficulty uploading learner credits please note and confirm the following:

	ETQA criteria


	Possible cause of problems
	Action 

	Accreditation scope:
	All unit standards and/or qualifications being uploaded are not included in the provider’s scope of accreditation.


	Contact the ETQA Division for approval to update your scope 

(contact: Neesha

neeshan@inseta.org.za)

NB: the approval should be obtained before providing any learning

	The accredited provider needs to apply separately for a scope to include all unit standards and qualifications to be delivered. 
NB: New and reviewed unit standards and qualifications are not included automatically and the provider needs to apply for these to update its scope.
	
	

	Assessor/moderator/learner links: 
	Assessors/moderators

- assessors not registered for a scope of the unit standards

- assessors not registered on the INSETA database

- moderator not registered by INSETA

- assessor/s and moderator/s not linked to the accredited provider

-the provider has not updated INSETA on any changes such as new assessors

Learners:
- learners not linked to the unit standards or qualification for which credit is being uploaded
- learners not linked to an assessment date


	Apply for assessors and moderators to be registered and scope approved
(contact:

itumelengm@inseta.org.za)

inform the ETQA division a.s.a.p. of any changes e.g. new assessors 
link learners to specific unit standards and assessment interventions 
(contact: williamf@inseta.org.za)

	It is your responsibility as the accredited provider to ensure that each learner enrolled onto a learning programme is linked to:

· A registered assessor who is qualified to assess the specific unit standard/s 

· A registered moderator

· Unit standards and/or qualification for which the provider has a scope

· An assessment date

The provider must inform the ETQA of any changes so that the provider’s accreditation profile can be updated. 
	
	

	ETQA verification of assessments:

	The following procedures not followed for ETQA verification:

· Full assessment portfolios in line with ETQA requirements 
· Completed and signed ETQA NLRD Verification document
	Ensure that relevant assessment reporting procedures and templates are followed.

Contact:

Nathans@inseta.org.za or 
tamaran@inseta.org.za


	A provider is only allowed to upload credits once assessments have been verified and approved by the ETQA moderators
	
	


  IT System Requirements
Accredited providers are required to have an IT system capable of interacting with the NLRD requirements to manage and maintain records of learners, learning programmes and achievements.

· INSETA has developed a CD to assist with off-line capturing of data for later on-line transfer. 

· To help boost the system’s speed off-line, providers can also download a tool from the Microsoft website. This is called Dot Net Fix 1.1 or 2.0
· For online capturing: problems with speed and reliability of the system could be due to the line that the provider is using being too slow and needing to be improved. Providers’ IT systems developers may contact  INSETA’s System Support Consultant, Deloitte Consulting, for assistance with improving line speed (contact INSETA ETQA for contact details)

· Where error messages are received, on-line or off-line, please send a screen shot to Deloitte for assistance
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