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	Reporting Unit Standards Results (Credits) to Learning State


There is a choice of forms for reporting unit standard results for one or more trainees:

· Single Trainee - this form can be handwritten or completed electronically 
Form title:
Unit Standard Reporting Form (Single Trainee)
· Multiple Trainees - this form must be completed electronically 
Form title:
Unit Standard Reporting Form (Multiple Trainees)
Once completed, save the relevant form as a word document in your own file system and email to results@learningstate.govt.nz
Entering Trainee Information

· Learning State Registered Trainee?   Yes/ No
Select No if the trainee does not have a Learning State Training Agreement.  A Fees Payment form must be completed and payment must be received by Learning State before results will be processed.  The Fees Payment form can be used as tax invoice when paid and receipted.  No invoices will be sent unless specified as the payment method on the Fees Payment form.

Select Yes if the trainee has a Learning State Training Agreement (no payment is required).

· Date of Birth

Date of birth is required by the New Zealand Qualifications Authority (NZQA) for verification of a trainees name against their National Student Number (NSN). 

Please check that each form has the COMPLETE birth date, i.e. DD/MM/YY

· NZQA National Student Number (NSN)

Also known as the Record of Learning number or NZQA registration number
When you ask trainees for this number, there are three common responses:

1 I know my NSN and here it is. 

Enter it in the Unit Standard Reporting Form.
2 I don’t have a NSN.

Ensure you include DOB and address information so one can be obtained
3 I don’t know my NSN.

Phone NZQA (04) 463 4200 with the trainee’s full name and date of birth and they will give you the number.
· Postal Address
A postal address for each trainee is required by NZQA when reporting unit standards.  NZQA posts a Record of Learning annually to the trainee at this address. 

Entering Units Awarded Information

· Version numbers
Version numbers are located on the unit standard you have used.  They are important because some new versions have different credits than their older counterparts. 

Sending to Learning State
Email completed forms to results@learningstate.govt.nz. You will get an acknowledgement that the form has been received.

Note: If payments are required, please post payment and related forms to: 

Learning State Limited
PO Box 25293
Wellington 6146
Important: Please ensure you include a contact name and return address in case we need to contact you.
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