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NON – MQA LEARNERSHIPS ADMINISTRATION PROCEDURE
1. This procedure focuses in a dimension where there is an MQA Learner (i.e. employed by an MQA Levy paying Employer) being trained on a Non-MQA Qualification/Learnership at a Non-MQA Accredited Training Provider.

2. The Accredited Training Provider does not have access to Data Net.

3. Below is an outline of how the registration of the Learner will be handled by the MQA Learnerships Unit.
MQA EMPLOYER AND MQA PROVIDER
	No.
	Description of Task 

	Responsible Person 
	Time frame 

	1.
	The Employer identifies an accredited training provider for the Learnership in question and informs the Learnerships Unit.
	Employer 
	

	2.
	The Learnerships unit confirms registration of Learnership on Department of Labour website.
	Learnerships Specialist  
	Within 1 day 

	3.
	The ETQA unit confirms the Memorandum of Understanding in place.
	ETQA Officer 
	Within 1 day



	4.
	Learnerships unit request SGB to download the Qualification and the associated Unit Standards. 
	SGB Officer 
	Within 2 days 

	5.


	Learnerships unit send the Training Provider form to the MQA Employer/Accredited Provider.
	Learnerships Specialist 
	Within 1 day

	6.


	The Provider fills in the Training Provider form and send it to MQA (Learnerships unit) 
	Learnerships Specialist 
	Within 1 day

	7.

	The Learnerships unit receives the Training Provider form and sends it to ETQA for verification.
	Learnerships Specialist
	Within 1 day

	8.

	The Learnerships unit captures the Training Provider form. 
	Learnerships Specialist 
	Within 1 day 

	9.


	The Learnerships Unit informs the Employer/Accredited Provider to capture the Learnerships Agreement form.
	Learnerships Specialist 
	Within 1day 

	10.


	MQA (Learnerships unit) download a list of submission for approval, screen the completed data from MQA Data Net and open a Learner file. 
	Learnerships Administrator 
	Within 1 day 

	11.


	Learnerships unit approves on-line once all information is received.
	Learnerships Administrator 
	Within 1 days 

	12.


	MQA (Learnerships unit) print one copy of Learnership Agreement and confirmation letter to be sent to Employer for signatures.
	Learnerships Administrator 
	Within 3 days

	13.


	The Employer, Accredited provider and Learner signs the Learnership Agreement and sends back to MQA (Learnerships unit).
	Employer 
	Within 5 days 

	14.
	The Learnership Agreement is then registered at the MQA Data Net and given a registration number.
	Learnerships Administrator 
	Within 5 days 

	15.
	Three copies of the Learnership Agreement are made and a file opened at the MQA (Learnerships unit). Copies will be send to the Employer.
	Learnerships Administrator 
	Within 5 days

	16.


	The Employer receives 3 controlled copies of the original Learnership Agreement from the MQA (Learnerships unit) and gives on copy to the Accredited training provider and on to the Learner. 
	Employer 
	Within 5 days 

	17.
	The MQA keeps the original Learnership Agreement form together with the supporting documentation.
	Learnerships Administrator 
	

	18.
	Training Commences 
	Non-MQA Training Provider 


	

	19.
	The MQA pays the Learnership registration grant to the Employer 
	Learnerships Specialist 
	Within 30 days 


MQA EMPLOYER AND NON MQA PROVIDER

	No.
	Description of Task 

	Responsible Person 
	Time frame 

	1.
	The Employer identifies an accredited training provider for the Learnership in question and informs the Learnerships Unit.
	Employer 
	

	2.
	The Learnerships unit confirms registration of Learnership on Department of Labour website.
	Learnerships Officer  
	Within 1 day 

	3.
	The ETQA unit confirms the Memorandum of Understanding in place.
	ETQA Officer 
	Within 1 day



	4.
	Learnerships unit request SGB to download the Qualification and the associated Unit Standards. 
	SGB Officer 
	Within 2 days 

	5.


	The Employer downloads the MQA Learnership Agreement form.
	Employer 
	Within 1 day 

	6.


	The Non-MQA accredited training provider fills in the Training Provider form 
	Provider 
	Within 1 day 

	7.


	The Employer ensures that the Learnership Agreement form is signed by three parties (The Employer, Accredited training provider and Learner)
	Employer 
	Within 1day 

	8.


	A signed copy (initialed on each page) of the Learnership Agreement is sent to the MQA together with supporting documentation: 

· A contract of employment;

· Certified ID document;

· Training provider form.
	Employer 
	Within 1 day 

	9.
	MQA (Learnerships unit) receives a signed copy of the Learnership Agreement form and supporting documentation (as stated in 10) and the Training Provider form.
	Learnerships Officer  
	Within 1 day

	10..
	Learnerships Unit sends the Training Provider form to ETQA unit.
	Learnerships Officer  


	Within 1 day

	11.
	The ETQA unit verifies the accreditation status of the Non-MQA Training Provider.
	ETQA Officer 
	Within 1day

	12.
	The Learnerships unit screens the Learnership Agreement, supporting documentation and Training Provider form.
	Learnerships Officer 
	Within 3 days 

	13.
	If all details have been filled in properly, the details of the Learnership Agreement and the Training Provider form are then captured in Data Net by the MQA (Learnerships unit.)
	Learnerships Administrator 
	Within 14 days 

	14.
	The Learnership Agreement is then registered at the MQA Data Net and given a registration number.
	Learnerships Administrator 
	Within 5 days 

	15.
	Three copies of the Learnership Agreement are made and a file opened at the MQA (Learnerships unit). Copies will be send to the Employer.
	Learnerships Administrator 
	Within 5 days

	16.


	The Employer receives 3 controlled copies of the original Learnership Agreement from the MQA (Learnerships unit) and gives on copy to the Accredited training provider and on to the Learner. 
	Employer 
	Within 5 days 

	17.
	The MQA keeps the original Learnership Agreement form together with the supporting documentation.
	Learnerships Administrator 
	

	18.
	Training Commences 
	Non-MQA Training Provider 


	

	19.
	The MQA pays the Learnership registration grant to the Employer 
	Learnerships Specialist 
	Within 30 days 


NB: The MQA is of the view that for Non-MQA Learnerships, a greater part of the communication regarding the implementation of these Learnerships will be mostly done through the Employer.
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