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Version control

	Version
	Release date
	Status
	Details

	1.0
	24/08/2012
	Replaced
	

	1.1
	19/10/2012
	Replaced
	New Attachment 2 for version control.
Figure 2 in section 9 updated to reflect current “No new enrolments from” dates.

New section 14 titled “Completion Payments” effective from 2 October 2012.
New section 15 titled “Result code 70-AP” effective from 19 October 2012.
Previous section 14 (“Other Information”) renumbered section 16.  The new section 16 excludes paragraph on completion payments (now contained in section 14) and result code 70-AP (now contained in section 15).

	1.2
	28/02/2013
	Replaced
	Figure 2 in section 9 updated to show replacement qualifications from the UTE12 training package.

Section 7, paragraph e), has been amended to reflect that no Subsidy will be paid for result codes 51 and 52 where these results are within a Course at the Certificate I or Certificate II level.

Section 8.  paragraph a), has been amended to reflect that VETA Training Accounts must be established on or before the no new enrolment date.  Paragraph d). has been amended to clarify dates relevant to the note about issues with saving edited data in VETA.

Section 10. has been amended to refer to VETA instruction: View Claims and Payments for information on VETA claim errors.

	2.0
	29/07/2013
	Replaced
	Section 5.  Clarification of the relationship between enrolment and creation of Training Account.

Section 6.  Amendment and updating of the student profile.

Section 8.  Rewording of Concession type and expiry date.

	2.1
	8/01/2014
	Replaced
	Section 4  Update AVETMISS release

Section 7.  Reduction of 50% for RPL at Certificate III and above

Section 10. Enrolment conditions 

Section 15.  National Skill Set Codes

	2.2
	24/02/2015
	Replaced
	Section 3:  Last line amended to reflect change to monthly claim data submission.

Section 10:  Detail relating to conditions removed, referencing these conditions to the Funded Training List and Training Provider’s Schedule of Courses.

	3.0
	7/10/15
	Replaced
	References to WorkReady

	4.0
	12/11/2015
	Replaced
	Section 11: Updated to reflect VETA November system change

	5.0
	18/03/2016
	Update
	Updated publication date

	5.1
	26/04/2016
	Current
	Change from VETA to Skills & Employment Portal 
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Figure 1 - The three stages of the data and payment process
1. Purpose
The Skills for All Contract (Contract) is between the Minister for Employment, Higher Education and Skills (Minister) and a WorkReady Training Provider (Training Provider). The Contract contains the terms and conditions by which the Training Provider delivers training and assessment services to a high quality consistent with the WorkReady policy.
This Guideline is published pursuant to the Contract and must be read in conjunction with it and the Subsidy Framework (Subsidy Framework).

This Guideline is issued pursuant to clause 1.3.5 of the Contract and is designed to expand on the obligations of Training Providers with respect to:

· processes for submitting accurate and compliant claims for a subsidy payment;
· enrolment and Training Account data and information;
· apprentices and trainees;
· Skills & Employment Portal claims and payment errors; and
· participant agreements. 

The Subsidy Framework sets out how the subsidy is paid and what other payments may be made, for example, location loading and completion payment. It sets out the parameters for the payment of a subsidy, including situations when a subsidy will not be paid, for example on-job training.

2. Definitions

Unless stipulated otherwise terms used in this Guideline have the same meaning as in the Contract. In addition, the terms below as defined in Edition 2.2 AVETMISS Data element definitions of April 2013 and as updated from time to time have the following meanings:
2.1 Completed Other Qualifications or Prior Educational Achievement Flag indicates that a participant has successfully completed some post-secondary education.
2.2 Disability Status or Disability Type Identifier is a code that uniquely identifies the type(s) of disability, impairment or long-term condition of an Eligible Student.
2.3 Employment Status or Labour Force Status Identifier describes a participant’s employment status.
2.4 Enrolment (NAT00120) file contains a record of a participant’s enrolment for each unit of competency or module.
2.5 Activity Start Date is the date that training activity starts for a unit of competency.

2.6 Activity End Date is the date that the training activity ends for a unit of competency.

2.7 Estimated Qualification/Course Delivery Hours or Nominal Hours (Course) is a value assigned to a course that nominally represents the anticipated hours of supervised training deemed necessary to conduct the training and assessment activities associated with that course.
2.8 The Funding Source – State Training Authority or Funding Source/Type identify the funding source used by the Department of State Development, South Australian Government, to subsidise the delivery of a unit of competency or module enrolment. This value should be uploaded via the NAT00120 or selected in the STELA system as identified in the WorkReady Fund Source Guide, Fund Source Guide (Published 30 September 2015).
2.9 Highest Completed School Level or Highest School Level Completed Identifier identifies the highest level of school that a participant has completed.

2.10 Indigenous Status or Indigenous Status Identifier indicates a participant who self-identifies as being of Australian Aboriginal or Torres Strait Islander descent.
2.11 Outcome identifier–national or Result Code is the national result of the participant’s activity in a unit of competency reported.
2.12 Outcome identifier–training organisation is the result (internal to the training organisation) of the participant’s activity in a unit of competency reported. This field is only used to identify Academic Pass results as described in Section 14 Result Code 70 and Academic Pass (70 and AP).
2.13 Parchment Issued Date is the issued date on the parchment supplied to a participant by a Training Provider as evidence of their successful completion of a qualification/course with that Training Provider.

2.14 Parchment Number is the number on the parchment issued to a participant by a Training Provider as evidence of their successful completion of a qualification/course with that Training Provider.

2.15 Qualification/Course Identifier is the unique identifier for a Course. The Qualification/course identifier or Program identifier for:

· a program designed to lead to a qualification specified in a national training package;
· a skill set that is specified in a national training package;
· a nationally accredited course; or

· other courses that are not nationally accredited in which an eligible student may enrol.

2.16 Qualification Issued Flag or Issued Flag indicates whether a Training Provider has issued a participant with a qualification for completing the requirements of a recognised qualification / course.

2.17 Still at School or At School Flag indicates whether a participant is currently attending secondary school.

2.18 Training Contract ID (Apprentice or Trainee) uniquely identifies an apprentice or trainee contract registered with a Training Provider.
2.19 The Training Organisation Delivery Location (NAT00020) file contains a record for each training delivery location associated with enrolment activity of a Training Provider during the AVETMISS collection period (as defined in the AVETMISS VET Provider Collection Specifications Release 7.0 April 2013 and as updated from time to time).

2.20 Year Class is the academic year associated with the participant’s training. This is only captured for TAFE SA and does not apply to any other Training Provider.
3. Claim and payment 
The Minister will pay the subsidy to the Training Provider in accordance with the Contract, provided that the Training Provider has submitted data that is complete, compliant and accurate as required by AVETMISS and data collection guidelines as published by the Minister from time to time.

A Training Provider will be paid for each unit of competency completed by a participant in accordance with the AVETMISS result codes detailed in Schedule 4 of the Contract.

The subsidy paid for each unit of competency and course can be estimated by using the Subsidy Calculator.
Figure 1 shows the three stages of the data process, from data submission to claims and payments. Progress of the data submission can be viewed via STELA and claims and payment processes through Skills & Employment Portal.
Data must be submitted by 5.00pm on the third Tuesday of each month.
Data submitted for payment purposes must continue to be submitted for the complete AVETMISS collection calendar year period. The claims and payments process checks previously paid claims and identifies changes. The Department of State Development utilises this information to work with Training Providers, identifying data integrity issues. Errors and unresolved data integrity may result in recovery of training subsidies. 
4. AVETMISS compliance
Data must be compliant with the national AVETMISS VET Provider Collection Specification and other relevant STELA standards. A claim will not pass to Skills & Employment Portal for payment assessment if the data in STELA is not complete and fully compliant with the AVETMISS standard.  

Each data submission must include the full set of training activity data for that calendar year’s AVETMISS Collection, to that point. During an AVETMISS Collection period, Training Providers will continue to submit their complete training activity data set.

AVETMISS Standards:
· VET Provider Collection Specifications, Release 7.0, April 2013 (and as updated from time to time)
www.ncver.edu.au/publications/2578.html
· Data Element Definitions Edition 2.2, April 2013 (and as updated from time to time).  
www.ncver.edu.au/avetmiss/2579.html
Information and resources contained on the STELA webpages at www.skills.sa.gov.au/Access-our-sites/STELA, including STELA Information Sheets and the Data Reporting in South Australia booklet.

Information contained on the Skills & Employment Portal webpages at www.skills.sa.gov.au/access-our-sites  including Skills & Employment Portal Instructions and User Guides.

5. Enrolment and Training Account
On the same day that the enrolment contract is agreed with the participant, the Training Provider must create the participant’s Training Account. The Training Provider must ensure a participant’s Training Account creation date precedes their Activity Start Date and the Commencement of Training (for further details, refer to WorkReady Guideline for Enrolment and Training Account published on the website).
From 1 March 2016 a new payment rule was introduced excluding the payment of training subsidies where the training in a unit of competency commences prior to the creation of the Training Account.
For classroom based government funded activity, the Activity Start and End Dates must be consistent with the reported Scheduled Hours (field labelled Actual Hours in STELA).
If the elapsed time between the reported Start and End Dates is not equal to or greater than the reported Scheduled Hours, the claim for a resulted unit of competency will not transition to payment assessment.

It should be noted, however, that the subsidy payment is not based on Scheduled Hours or the elapsed hours between the Start and End Date.

The following information is provided to assist Training Providers to enter correct data:
5.1 Delivery Mode Identifier of 10 – Class Room Based includes delivery at any permanent or semi-permanent training delivery location. 

5.2 All enrolments in a unit of competency must have an Activity Start Date and Activity End Date.

5.3 The Start Date is the date that training and assessment activity actually commences. The End Date is the date that training and assessment activity actually finished and can include the time required to complete the assessment.
5.4 The validation process assumes a maximum of 8 hours of classroom based training and assessment activity per day to calculate the elapsed time. For example: Start Date 02/07/2012, End Date 06/07/2012 = 5 days x 8 hours per day = 40 elapsed hours.

5.5 Scheduled Hours must not be zero unless the training delivery includes a credit transfer outcome - 60
The check for consistency between activity dates and Scheduled Hours is a data validation check, which is necessary for transitioning the claim record to the payment system for further assessment and processing.
Additional Information
· Concurrent classroom delivery of multiple units of competency. If it is not possible to identify separate Start and End Dates for each Unit of Competency delivered concurrently, use the same Start and End Date for each concurrent unit of competency enrolment and allocate the Scheduled Hours across all Units.

· RPL. Apply the Start and End Date for the assessment process and enter the Scheduled Hours to undertake the assessment.
· The Start and End Dates length. Only enrolments with an AVETMISS national outcome identifier of 70 (Continuing Enrolment) should have an End Date occurring a year later than the current AVETMISS Collection year.

6. Participant details
All participant data fields in STELA are requirements of AVETMISS and must match the details contained in the participant’s Training Account. Failing this, the claim will not transition to the payment system for further assessment.
The Training Provider must accurately and completely report for each participant:

6.1 First and last name;
6.2 Date of birth (DOB);
6.3 Gender;
6.4 Qualification/Course identifier must match the data in the Training Account;
6.5 Unit of Competency/Module is correct for the training completed by the participant;
6.6 Training Contract ID (Apprentice or Trainee) where the participant is undertaking the course under an apprenticeship or traineeship; and
6.7 Internal unique ID for Participant (a Training Provider’s internal organisation student ID) - a Training Provider must have one internal participant identification number for each participant, and must always use this number for each Training Account created for that participant. The Internal unique ID for Participant  must be unique to the participant and must never be re-used for another participant under the same Training Provider.
6.8 Participant details must be identical in the Training Account and the NAT files.
6.9 For Training Providers who use STELA as their enrolment system, the STELA Organisation Student ID must be used as the “Internal unique ID for Participant” in the Training Account.

In addition, the following information about each participant must also be provided in the relevant STELA AVETMISS compliant record: 

· Indigenous status

· Disability status

· At School

· Highest completed school level

· Prior Education qualification levels
· Employment status.
Training Providers may need to update a participant’s personal details in the Training Account. To do so, they must download and complete the Participant profile amendment form on the website.
For further information, please contact the Skills and Employment Infoline on 1800 506 266.
7. Data accuracy and matching with the Training Account
The claim data submitted through STELA must be compatible and linked with the data in the Training Account for each participant. Unless the claim data matches the Training Account data, it will not proceed to payment assessment. This means that the Training Providers must ensure that the NAT files  are accurate when uploading or direct data entry in STELA.
All Training Providers must ensure:

7.1 That each data submission must include the full set of training activity data for that calendar year’s AVETMISS Collection, to that point. If the complete set of training activity data both reported and paid in the current AVETMISS Collection calendar year is not part of a Training Provider’s submission, a Recovery Record is created against the Training Provider exactly equal to the total amount paid previously.
7.2 The funding sources for WorkReady are detailed in the Fund Source Guide (Published 30 September 2015). There are several types of Fund Sources that can be selected against Training Accounts created on or after 1 October 2015 – WorkReady STL or WorkReady Jobs First STL. The  Skills & Employment Portal User Guide Create Participant Profile and Training Account provides further detail. Any Training Account created pre 1 October 2015 will remain as fund type Skills for All. And, any AVETMISS data reported against the pre 1 October Training Accounts will also remain S4A funding source (even if the Units of Competency commenced after 1 October).
7.3 The Activity Start Date for the unit of competency must be either on or after the creation date of the Training Account.

7.4 The Activity End Date for the unit of competency must be after the date that the Training Account was created and before the end date of the Training Account.
7.5 The Activity Start and End Dates reflect the actual period of training and assessment delivery and are consistent with the reported Scheduled Hours, as described above.

7.6 The Outcome Identifier - national (result code) must be accurate. A subsidy will only be paid based on the AVETMISS Outcome Identifier - national (result code) in accordance with Schedule 4 of the Contract and the Subsidy Framework. Effective from 4 April 2013, no Subsidy will be paid for result codes 51 and 52 where these results are within a course at the Certificate I or Certificate II level. This condition is reflected in Schedule 3 of the Contract (Schedule of Courses). The Outcome Identifier must only be applied when the participant has completed the unit of competency, that is, the final assessment has been undertaken by the participant to complete the requirements for the specific enrolment of the student in the unit of competency.

7.7 The Delivery Location Identifier must specify the location where the training is delivered. The Subsidy Framework (sections 3.7–3.11) clarifies the rules. For classroom and employment based delivery, the delivery location Identifier is the predominant location where the training is conducted.  For electronic and correspondence based delivery, the Delivery Location Identifier must specify the predominant location where the training is coordinated. The Identifier is cross-referenced to the valid suburb and postcode within the NAT00020 file (or registered Delivery Location within STELA for manual entry by Training Providers). Training Providers should review the Subsidy Framework and accompanying postcode list to ensure the correct location is applied.

7.8 Bridging Units - For STELA upload Training Providers: If claiming for a bridging unit, the NAT00120 file should connect the bridging unit to the Qualification identified in the Training Account.
For STELA manual entry Training Providers: Ensure the bridging units are added to the qualification within STELA and the funding source/type assigned to the units.

7.9 Attempts – Activity Start and End Dates. If claiming a second or third attempt at a failed unit of competency, the Activity Start and End Dates must be different, distinct and not overlap. For each attempt to be funded, Training Providers are required to have evidence (to be made available if requested) that the participant re-enrolled and paid appropriate fees, undertook further training and was re-assessed for a second or third time.
8. Skills & Employment Portal Training Account data accuracy
Training Accounts must be accurate and complete. In particular:

8.1 Training Accounts must be established before the no new enrolment date as listed on the Training Provider’s Schedule of Courses and the Subsidy Training List.

8.2 Concession type and expiry date – the concession reimbursement will only be paid for a resulted unit of competency if the expiry date of the Concession Card is later than the Activity Start Date for the unit of competency.

8.3 The Actual Student Course Fee for the student ($) and the estimated qualification (course) delivery hours for the student (hours) need to be accurately completed for a student who is eligible for a concession, as they are used in the calculation of the concession reimbursement.
8.4 The Actual Student Course Fee for the student ($) should be the Course Fee prior to the concession being applied.
9. Conditions
In accordance with clause 13.1.3 of the Contract, the Minister may place a condition on a number of Courses. These conditions are specified on the Subsidy Training List and the Training Provider’s Schedule of Courses. 
Training Providers should refer to the WorkReady Guideline for Entitlement to Subsidised Training on the website.

10. Common Skills & Employment Portal claim and payment errors 
10.1 Exporting your claim reports from Skills & Employment Portal
Training Providers can use Skills & Employment Portal to export claims and claim error reports (see User Guide – View Claims & Payments). This information combined with the STELA error report will provide a full overview of errors relating to claims data.

This Skills & Employment Portal User Guide located under the Support menu within Skills & Employment Portal describes how to view and export claim and error reports.

10.2 Claims with a zero payment value
For claims that result in a zero payment value it is important that Training Providers export the Skills & Employment Portal claim error report (select ‘Errors’) which will provide a list of errors requiring attention.

All errors resulting in a zero payment value will be re-assessed in subsequent payment runs. It is therefore important for Training Providers to ensure that all corrections are made in their enrolment systems and that all records including corrected NAT files are uploaded to STELA (for upload Training Providers) or manually entered prior to generating a new claim.

The Skills & Employment Portal User Guide located under the Support menu within Skills & Employment Portal describes how to view and export claim and error reports.

11.  Activity Start Participant Agreements 

Training Providers must ensure that Participant Agreements for all eligible Participants are submitted to Skills and Employment within 30 days of the first enrolment of an eligible Participant in a WorkReady Course. Participant Agreement Processing Instructions can be found on the WorkReady website.
Training Providers must also provide a new Participant Agreement for existing Skills for All Participants when they commence a new course under WorkReady.
12. Completion payments

The Minister may pay a completion payment as per Schedule 4 of the Contract. The payment amount will vary depending on the qualification issued to a participant and reported in STELA. Further information regarding completion payments can be found in the Subsidy Framework.
Prior to making a claim for a completion payment via STELA, the Training Provider must change the status of the participant’s Training Account to Qualification Issued, and record parchment information as follows:

12.1 Search for the participant’s Training Account and select edit.

12.2 Under Summary Information, find Training Account Status and select Qualification Issued. 

12.3 Record Parchment Number and Parchment Issued Date.

12.4 Select save 
This will close the Training Account, and no further edits will be possible. 
Note: For a completion payment to be processed successfully, the participant’s funded history must not contain any 70-AP results. 

13. Result Code 70 and Academic Pass (70 and AP)
A number of units of competency have been identified as requiring the participant to achieve competency both off and on-job (these units are published on the WorkReady website under Result Code 70 and Academic Pass (AP)). For these units of competency only, a subsidy will be paid for the AVETMISS result code 70, accompanied by Academic Pass – AP recorded against the Outcome Identifier Training Organisation in the AVETMISS NAT00120 Enrolment File for the participant.

Where a participant has successfully completed the off-job component of the specified unit of competency, the Training Provider will need to record an AVETMISS result code of 70 (Continuing Enrolment) and AP in the AVETMISS data collection field Outcome Identifier-National. A subsidy will be paid in accordance with the Contract.
Once the student has been assessed both off and on-job, the Training Provider must resubmit the NAT00120 enrolment file with one of the following result codes:

· 20 (Competency Achieved/Pass) where the competency is achieved;

· 30 (Competency Not Achieved/Fail) where the competency is failed;

· 40 (Withdrawn/Discontinued) where the competency cannot be assessed on-job.

To be AVETMISS compliant, the Training Provider must ensure that all units of competency resulted with 70-AP have an Activity End Date in the following year or are amended prior to the end of the January to December annual collection period to one of the result codes listed above.
“Activity End Date must be after 31 December of the collection period where the Outcome Identifier – national is 70 – Continuing enrolment”

AVETMISS - VET Provider Collection Specifications

Release 7.0 April 2014, page 42
Training Providers who do not use NAT files, but enter their results directly in STELA, can select the Academic Pass result from the drop-down box on the resulting screen. Similarly, these Training Providers should change the result code from Academic Pass to Competency Achieved/Pass, Competency Not Achieved/Fail, or Withdrawn/Discontinued as described above and amend the end date.
Changing the unit of competency result code from 70-AP or Academic Pass, to result code 20, 30 or 40, will not generate any further payment for that unit of competency.
A qualification must not be issued before all 70-AP result codes are updated with valid AVETMISS result codes.

The Minister may from time to time publish an updated list of units of competency which are eligible for payment for a result code 70-AP. Training Providers should refer to the list published on the website for current information.

Training Providers wishing to add additional units of competency to the 70-AP list may make application via the form provided on the http://www.skills.sa.gov.au/forms-and-publications/for-training-providers.
Important Note: This is general information only. It does not in any way amend, vary or waive any terms and conditions of the WorkReady Contract. Where the content of this Instruction Book is inconsistent with the WorkReady Contract or the WorkReady Subsidy Framework or where a Training Provider is not clear on their responsibilities they should seek appropriate independent advice.
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