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	PURPOSE OF THE UNIT STANDARD 


	This unit standard will be useful to people responsible for ensuring learner records are accurate and accessible within agreed policy frameworks. People credited with this unit standard are able to: 

  Organise the collection and collation of learner information; 

  Manage the recording, maintenance and retrieval of learner information; 

  Engage with external learner information management system; 

  Advise and inform the organisation concerning the use of the learner information system; and 

  Review the learner information management system. 


	LEARNING ASSUMED TO BE IN PLACE AND RECOGNITION OF PRIOR LEARNING 


	It is assumed that people starting to learn towards this standard are able to use a variety of techniques for gathering, ordering, recording, reporting and retrieving data. 


	UNIT STANDARD RANGE 


	Specific range statements are provided in the body of the unit standard where they apply to particular specific outcomes or assessment criteria. 


	UNIT STANDARD OUTCOME HEADER 


	N/A 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Organise the collection and collation of learner information. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	Planning activities ensure the effective organisation and collation of learner information. 


	ASSESSMENT CRITERION 2 


	The collated information meets information system requirements. 


	ASSESSMENT CRITERION 3 


	Methods used to collect and collate information are effective, efficient and consistent with organisational values, policies and legal requirements. 


	ASSESSMENT CRITERION 4 


	The information is accurate, verifiable against reliable sources and obtained within agreed time frames. 


	ASSESSMENT CRITERION 5 


	Information obtained is verified and prompt and effective action rectifies information deficiencies. 


	ASSESSMENT CRITERION RANGE 


	"Deficiencies" include information that is inadequate, contradictory or ambiguous.
 


	SPECIFIC OUTCOME 2 


	Manage the recording, maintenance and retrieval of learner information. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	Resources are used efficiently to record and organise information within agreed timeframes. 


	ASSESSMENT CRITERION 2 


	Information is recorded accurately and stored securely, in line with system requirements. 


	ASSESSMENT CRITERION 3 


	Information is maintained in accordance with organisational policies and legal requirements. 


	ASSESSMENT CRITERION 4 


	Potential threats to data held on computer systems are identified and steps taken to avoid these threats are sufficient to maintain the integrity of the information. 


	ASSESSMENT CRITERION 5 


	Information is retrieved as per system requirements and access to information is controlled in accordance with organisational policies and relevant legislation. 


	ASSESSMENT CRITERION 6 


	Provision is made for the training of users and operational staff in accordance with organisational and technical requirements. 


	ASSESSMENT CRITERION 7 


	Review of the system ensures that information is maintained in accordance with organisational record-keeping requirements and/or industry best practices. 


	SPECIFIC OUTCOME 3 


	Engage with external learner information management systems. 


	OUTCOME RANGE 


	This includes national and sectoral systems such as the National Learner Record Database (NLRD). 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	National and sectoral learner information systems are identified and described in terms of their functions. 


	ASSESSMENT CRITERION 2 


	Information is accessed from external systems according to system procedures. 


	ASSESSMENT CRITERION 3 


	Learner information is recorded on national and/or sectoral systems in accordance with national and/or sectoral requirements. 


	SPECIFIC OUTCOME 4 


	Advise and inform the organisation concerning the use of the learner information system. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	Information and advice is appropriate to the needs of recipients. 


	ASSESSMENT CRITERION 2 


	Information given is accurate, relevant, current and sufficient for the specifications of the user. 


	ASSESSMENT CRITERION 3 


	The advice given is consistent with the policy, procedures and resource constraints of the organisation. 


	ASSESSMENT CRITERION 4 


	Confidentiality is maintained as per organisational policies. 


	ASSESSMENT CRITERION 5 


	Information and advice facilitates the effective use of the learner information system within the organisation. 


	SPECIFIC OUTCOME 5 


	Review the learner information management system. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	The system is reviewed in terms of identified user requirements. 


	ASSESSMENT CRITERION 2 


	Review measures provide sufficient and timely information to make judgements about the effectiveness of the learner information management system. 


	ASSESSMENT CRITERION 3 


	Input from internal and external consultation is obtained and incorporated into recommendations. 


	ASSESSMENT CRITERION 4 


	Recommendations address system deficiencies and ensure organisational information management needs are met within resource constraints. 


	ASSESSMENT CRITERION 5 


	Alternatives for improvements are considered in terms of strategic, cost and operational implications. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	  Assessors for this unit standard must be registered with the relevant ETQA. 


  Providers offering learning towards this unit standard must be accredited by the relevant ETQA. 


  Moderation of assessment will be overseen by the relevant ETQA according to moderation guidelines and agreed ETQA procedures. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	The following knowledge is embedded within the unit standard, and will be assessed directly or indirectly through assessment of the specific outcomes in terms of the assessment criteria: 

  Application of generic management abilities in the context of Learner Information Management; 

  Methods and techniques to review and evaluate information systems; 

  The functioning and capabilities of Information Management Systems. 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	Identify and solve problems: using critical and creative thinking to propose improvements for correcting identified weaknesses in the information system. 


	UNIT STANDARD CCFO WORKING 


	Work effectively with others and in teams: determining information needs and advising on the use of the system. 


	UNIT STANDARD CCFO ORGANIZING 

	Organise and manage oneself and one`s activities responsibly and effectively: ensuring that management activities result in an effective information management system. 


	UNIT STANDARD CCFO COLLECTING 


	Collect, analyse, organise and critically evaluate information: reviewing the system and make recommendations for improvement. 


	UNIT STANDARD CCFO COMMUNICATING 


	Communicate effectively using visual, mathematical and/or language skills: communicating methods for using the system. 


	UNIT STANDARD CCFO SCIENCE 


	Use science and technology effectively and critically: using a learner information management system. 


	UNIT STANDARD ASSESSOR CRITERIA 


	N/A 


	UNIT STANDARD NOTES 


	N/A 
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