QUALITY ASSURANCE IN HIGHER EDUCATION
AND TRAINING IN PACIFIC ISLAND COUNTRIES
AND TERRITORIES
POLICY AND PROCEDURES ON
QUALITY ASSURANCE PROCESSES
Educational Quality and Assessment Programme:
Pacific Community

QUALITY ASSURANCE IN HIGHER EDUCATION
AND TRAINING IN PACIFIC ISLAND COUNTRIES
AND TERRITORIES
POLICY AND PROCEDURES ON
QUALITY ASSURANCE PROCESSES
Educational Quality and Assessment Programme:
Pacific Community

Suva, Fiji, 2018
i

© Pacific Community (SPC) 2018
All rights for commercial/for profit reproduction or translation, in any form, reserved. SPC
authorises the partial reproduction or translation of this material for scientific, educational or
research purposes, provided that SPC and the source document are properly acknowledged.
Permission to reproduce the document and/or translate in whole, in any form, whether for
commercial/for profit or non-profit purposes, must be requested in writing. Original SPC artwork
may not be altered or separately published without permission.
Original text: English
Pacific Community Cataloguing-in-publication data
Quality assurance in higher education and training in Pacific Island countries and territories:
policy and procedures on quality assurance processes / prepared by the Educational Quality
and Assessment Programme, Pacific Community
1. Education, Higher – Oceania.
2. Education, Higher — Evaluation - Oceania.
3. Education, Higher – Quality control - Oceania.
4. Education, Higher - Standards — Oceania.
5. Training — Oceania.
6. Education — Oceania.
I. Title II. Pacific Community
378.680995

AACR2

ISBN: 978-982-00-1124-3

Authors:
Rajendra Prasad
Team Leader (Qualifications)
Educational Quality and Assessment Programme
Selai Waqainabete Nainoca
Educational Assessment Officer
Educational Quality and Assessment Programme

Prepared for publication at SPC’s Suva Regional Office, Private Mail Bag, Suva, Fiji, 2018
www.spc.int
Printed by Quality Print Limited, Suva, Fiji, 2018

ii

Table of Contents
Table of Contents ............................................................................................................................... iii
List of Abbreviations........................................................................................................................... vi
Definition of Key Terms....................................................................................................................... vi
Introduction......................................................................................................................................... 1
SECTION 1: Policy and Procedures on Accreditation of Higher Education Institutions.......................... 2
1.1 Policy Objective............................................................................................................................... 2
1.2 Background...................................................................................................................................... 2
1.3 Policy on Accreditation of Higher Education Institutions............................................................... 2
1.4 Procedures and Requirements........................................................................................................ 3
1.4.1 Application for Accreditation of an Institution...................................................................... 3
1.4.2 Processing an Application for Accreditation of an Institution . ............................................ 4
1.4.3 Evaluators for Institutional Accreditation............................................................................. 4
1.4.4 Accreditation Committee...................................................................................................... 4
1.4.5 Outcomes of Institutional Accreditation Application............................................................ 4
1.4.6 Requirements of an Accredited Institution........................................................................... 5
1.4.7 Requirements of a Provisionally Accredited Institution........................................................ 5
1.4.8 Notification on the Outcome of an Application for Accreditation of an Institution............. 5
1.5 The Institutional Accreditation Process.......................................................................................... 6
1.4.9 Processing an Application for Extension of Provisional Accreditation.................................. 6
1.4.10 Revocation of Accreditation................................................................................................ 6
SECTION 2: Policy and Procedures on Accreditation of Provider Qualifications.................................... 7
2.1 Policy Objective............................................................................................................................... 7
2.2 Background...................................................................................................................................... 7
2.3 Policy on Accreditation of Provider Qualifications.......................................................................... 8
2.4 Procedures and Requirements........................................................................................................ 8
2.4.1 Application for Accreditation of Provider Qualification........................................................ 8
2.4.2 Processing an Application for Accreditation of Provider Qualification................................. 9
2.4.3 Evaluators for Accreditation of Provider Qualification.......................................................... 9
2.4.4 Accreditation Committee...................................................................................................... 9
2.4.5 Outcomes of an Application for Accreditation of a Provider Qualification......................... 10
2.4.6 Notification on the Outcome of an Application for Accreditation of a Provider
Qualification................................................................................................................................. 10
2.4.7 Revocation of Accreditation................................................................................................ 10
2.5 Provider Qualification Accreditation Process................................................................................ 11
SECTION 3: Policy and Procedures on Accreditation of Regional Qualifications.................................. 12
3.1 Policy Objective............................................................................................................................. 12
3.2 Background . ................................................................................................................................. 12
3.3 Policy on Accreditation of Regional Qualifications ...................................................................... 13
3.4 Procedures and Requirements...................................................................................................... 13
3.4.1 Application for Accreditation of a Regional Qualification................................................... 13
3.4.2 Processing an Application for Accreditation of a Regional Qualification............................ 14
3.4.3 Evaluators for Regional Qualification Accreditation............................................................ 14

iii

3.4.4 Accreditation Committee.................................................................................................... 14
3.4.5 Outcomes of Accreditation.................................................................................................. 14
3.4.6 Notification on the Outcome of an Application for Accreditation...................................... 15
3.4.7 Revocation of Accreditation................................................................................................ 15
3.5 The Regional Qualification Accreditation Process........................................................................ 15
SECTION 4: Policy and Procedures on Accreditation of Micro-Qualifications..................................... 16
4.1 Policy Objective............................................................................................................................. 16
4.2 Background................................................................................................................................... 16
4.3 Policy on Accreditation of Micro-qualifications............................................................................ 16
4.4 Procedures and Requirements...................................................................................................... 17
4.4.1 Application for Accreditation of a Micro-qualification........................................................ 17
4.4.2 Processing an Application for Accreditation of a Micro-qualification................................. 17
4.4.3 Evaluators for Micro-qualification Accreditation................................................................ 18
4.4.4 Accreditation Committee.................................................................................................... 18
4.4.5 Outcomes of Accreditation.................................................................................................. 18
4.4.6 Notification on the Outcome of an Application for Accreditation...................................... 18
4.4.7 Revocation of Accreditation................................................................................................ 18
4.5 The Accreditation of a Micro-Qualification Process..................................................................... 19
SECTION 5: Policy and Procedures on Approval to Deliver and Delivery of Regional Qualifications.... 20
5.1 Policy Objective............................................................................................................................. 20
5.2 Background.................................................................................................................................... 20
5.3 Policy on Validation of Delivery and Assessment of Regional Qualifications............................... 20
5.4 Procedures and Requirements...................................................................................................... 21
5.4.1 Application for Approval to Deliver a Regional Qualification.............................................. 21
5.4.2 Processing an Application for Approval to Deliver.............................................................. 22
5.4.3 Evaluators for Approval to Deliver a Regional Qualification............................................... 22
5.4.4 Outcomes of an Application for Approval to Deliver a Regional Qualification................... 22
5.4.5 Notification on the Outcome of an Application to Deliver a Regional Qualification......23
5.4.6 Requirements of an Organisation Approved to Deliver a Regional Qualification............... 23
5.5 The Approval to Deliver a Regional Qualification Process............................................................ 24
5.4.7 Revocation of Approval to Deliver a Regional Qualification................................................ 24
SECTION 6: Policy and Procedures on Approval to deliver Micro-Qualifications................................. 25
6.1 Policy Objective............................................................................................................................. 25
6.2 Background................................................................................................................................... 25
6.3 Policy on Approval to Deliver Micro-qualifications....................................................................... 25
6.4 Procedures and Requirements...................................................................................................... 26
6.4.1 Application for Approval to Deliver a Micro-qualification.................................................. 26
6.4.2 Processing an Application for Approval to Deliver.............................................................. 26
6.4.3 Outcomes of an Application for Approval to Deliver a Micro-qualification........................ 27
6.4.4 Notification on the Outcome of an Application to Deliver a Micro-qualification............... 27
6.4.5 Seeking Review of the Decision of an Application to Deliver a Micro-qualification........... 27
6.4.6 Requirements of an Organisation Approved to Deliver a Micro-qualification.................... 27
SECTION 7: Policy and Procedures on the Evaluation of Training Delivery and Validation of
Assessment of Learners pursuing Regional Qualifications.................................................................. 29
7.1 Policy Objective............................................................................................................................. 29
7.2 Background.................................................................................................................................... 29
7.3 Policy on External Evaluation of Delivery and Validation of Assessment of Regional Qualifications
30

iv

7.4 Procedures and Requirements...................................................................................................... 30
7.4.1 Qualifications of Validators ................................................................................................. 30
7.4.2 Appointment of Validators . ................................................................................................ 30
7.4.3 Cost of Validation................................................................................................................. 30
7.4.4 Evaluation of Delivery and Validation of Assessment.......................................................... 30
7.4.5 Evaluation of Training Delivery............................................................................................ 30
7.4.6 Evaluation of Resources....................................................................................................... 31
7.4.7 Validation of Assessment and Associated Provisions.......................................................... 31
7.4.8 Reporting the Results of Validation..................................................................................... 31
SECTION 8: Procedures on Registration of Qualifications on PRQS..................................................... 32
8.1 Background.................................................................................................................................... 32
8.2 Application for Registration of Qualification on PRQS.................................................................. 32
8.3 Processing an Application for Registration of a Qualification....................................................... 33
8.4 Outcomes of Application for Registration of Qualification on PRQS............................................ 33
SECTION 9: Procedures on Recognition of Foreign Qualifications....................................................... 34
9.1 Background.................................................................................................................................... 34
9.2 Application for Recognition of Foreign Qualifications.................................................................. 34
9.3 Criteria and Requirements for Recognition of Foreign Qualifications.......................................... 35
9.4 Processing an Application for Recognition of Foreign Qualifications........................................... 35
SECTION 10: Procedures on Review of Decisions on Accreditation and Approval to deliver a
Qualification or a Micro-Qualification................................................................................................ 36
10.1 Provision for Review of Decision................................................................................................. 36
10.2 Application for Review of Decisions............................................................................................ 36
10.3 The Appeals Committee.............................................................................................................. 36
10.4 Hearing an Application for Appeal.............................................................................................. 36
10.5 Decision of the Appeals Committee............................................................................................ 37
Appendices:
Appendix 1: Application for Accreditation of Institution Form........................................................... 38
Appendix 2: Application for Accreditation of Institution: Evaluation Template.................................. 50
Appendix 3: Application for Accreditation of Institution: Site Audit Checklist.................................... 65
Appendix 4: Application for Accreditation of Provider Qualification Form......................................... 66
Appendix 5: Application for Accreditation of Provider Qualification: Evaluation Template................ 77
Appendix 6: Application for Accreditation of Regional Qualification Form......................................... 86
Appendix 7: Application for Accreditation of Regional Qualification: Evaluation Template................ 93
Appendix 8: Application to Deliver a Regional Qualification Form..................................................... 99
Appendix 9: Application to Deliver a Regional Qualification: Evaluation Template........................... 109
Appendix 10: Validation of Delivery and Assessment: Validation Report Template.......................... 117
Appendix 11: Application for Registration of Qualification Form...................................................... 120
Appendix 12: Application for Registration of Qualification: Evaluation Template............................. 123
Appendix 13: Application for Recognition of Foreign Qualification Form......................................... 125

v

List of Abbreviations
EQAP
FJD
NQAA
NQF
PBEQ
PQF
PRQS

Education Quality and Assessment Programme
Fijian Dollar
National Quality Assurance Agency
National Qualifications Framework
Pacific Board for Educational Quality
Pacific Qualifications Framework
Pacific Register of Qualifications and Standards

Definition of Key Terms
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Introduction
This document contains policies and procedures of the following quality assurance
processes that are administered by the Educational Quality and Assessment Programme
(EQAP):
1.
2.
3.
4.
5.
6.
7.
8.
9.

Accreditation of higher education institutions (providers).
Accreditation of provider qualifications.
Accreditation of regional qualifications.
Accreditation of micro-qualifications/units of learning
Approval of organisations to deliver regional qualifications and the delivery of
regional qualifications by organisations.
Approval of organisations to deliver micro-qualifications and the delivery of microqualifications by organisations.
Validating the delivery of regional qualifications and the assessment of learners.
Registration of qualification on the Pacific Register of Qualifications and Standards
(PRQS).
Recognition of foreign qualifications.

This document also contains the procedures for filing and processing applications for
the review of decisions made by EQAP on accreditation, approval to deliver a regional
qualification and micro-qualification, registration of qualifications on the PRQS and
recognition of foreign qualifications.
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SECTION 1:
Policy and Procedures on Accreditation of
Higher Education Institutions
1.1
Policy Objective
The purpose of this policy is to provide a framework for the conduct of the institutional
accreditation process in order to ensure that the institutions possess the features that
identify them as the type of post-secondary education and training institution that they
purport to be and hence will contribute towards the achievement of quality higher
education services by meeting the needs of nation and international standards.

1.2
Background
1. This policy applies to all institutions in the Pacific Islands region that would like
to seek accreditation services from the Educational Quality and Assessment
Programme (EQAP).
2. The countries in the Pacific Islands region that do not have a national quality
assurance agency for post-secondary education and training may request EQAP for
services on accreditation of institutions; however, the decision on this needs to be
made in consultation with stakeholders and conveyed officially to EQAP through the
respective ministry.
3. There is a need to provide direction for evaluating applications for accreditation of
post-secondary education and training institutions given the need for consistency
in the application of the principles of good governance in the operations of
institutions. Evaluators must ensure that institutions – both large and small
– demonstrate the expected outcomes in terms of quality, credibility and
sustainability.
4. The accreditation of institutions is a pivotal process for the proper development and
regulation of the higher education sector – especially in the setting of standards.
5. This policy will also ensure that the evaluation process of accreditation is consistent,
transparent and fair, and that due regard is given to the application of the principles
of good governance in the operation of institutions.

1.3
Policy on Accreditation of Higher Education Institutions
1. The Education Quality and Assessment Programme (EQAP) shall prescribe the
requirements and procedures for making an application for the accreditation of an
institution.
2. The standards, criteria and outcomes for accreditation shall be prescribed by
EQAP and may be reviewed from time-to-time to ensure alignment with relevant
internationally accepted standards and criteria.
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3. The procedure for processing an accreditation application shall be determined by
EQAP.
4. The decision on an accreditation application shall be based on the extent to which
the institution complies with prescribed standards and evaluation outcomes.
5. During the period of its accreditation or provisional accreditation, an institution must
meet the requirements applicable to it.
6. EQAP may call for a special academic audit of an accredited or provisionally
accredited institution if there are reasonable grounds for it.
7. The institutional accreditation process must be effective, efficient and responsive
to the changing higher education environment and to the changing needs of
institutions, students, staff and stakeholders.

1.4
Procedures and Requirements
1.4.1 Application for Accreditation of an Institution
(a) The application for the accreditation of an institution must be made on the form
entitled Application for Accreditation of Institution Form, which is shown in Appendix
1.
(b) The following attachments, which can be submitted either as pdf documents or
image files (in the case of certificates), must accompany the application:
(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(xii)
(xiii)
(xiv)
(xv)
(xvi)
(xvii)

Certified copy of registration certificate.
Documentation on vision, mission and goals.
Organisational chart and explanation of relationships.
Documentation on responsibilities of key positions.
Strategic plan.
Terms of reference of governing body.
Procedures on programme development, approval, evaluation and review.
Financial viability report.
Policy and procedures on staff matters.
Policy and procedures on learning and teaching.
Procedures on selection and admission.
Health and safety certification.
Resource acquisition plan.
Regulations and policy on assessment.
Learner achievement report.
Policy and procedures on research.
Policy and procedures on grievances and refund of fees.

(c) An application that does not contain the information required in (a) and (b) of 1.4.1
may be deemed incomplete.
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1.4.2 Processing an Application for Accreditation of an Institution

The processing of an application for the accreditation of an institution shall include the
following steps:
(a) Preliminary evaluation: The preliminary evaluation of the application is carried
out by the staff of EQAP and involves a scrutiny of the application to ascertain that
all sections of the application form have been appropriately completed and the
supplementary documents have been attached and are correctly labelled.
(b) Evaluation of application by external evaluators: This step involves the thorough
analysis of the information supplied in the application form and supplementary
documents; conduct of a site audit to verify the information contained in the
application; evaluation of the application against the 98 outcomes for accreditation;
and preparation of a report on the evaluation and presentation of the report to the
accreditation committee. The report must be prepared in the template shown in
Appendix 2 and information on the site audit is shown in Appendix 3.
(c) Recommendation by the accreditation committee: The report of the external
evaluators, which contains a recommendation on the result of the application, must
be presented before the accreditation committee by the evaluators. The committee,
after carefully considering the report, may decide to either make a recommendation
to the Pacific Board for Educational Quality (PBEQ) or direct the evaluators to provide
further information.
(d) Approval by PBEQ: The approval by PBEQ is the final step in the processing of
an accreditation application. Based on the recommendation by the accreditation
committee, PBEQ may decide to approve or decline the application for accreditation.

1.4.3 Evaluators for Institutional Accreditation

The evaluators for institutional accreditation must be appropriately qualified and
experienced, independent of EQAP and have well-defined and clearly documented terms
of reference.

1.4.4 Accreditation Committee

To ensure integrity in the accreditation processes, EQAP must appoint an independent
accreditation committee to vet reports on accreditation applications and make
recommendations to PBEQ on the approval or otherwise of the applications.
(a) The members of the committee must be appropriately qualified and experienced,
and independent of EQAP.
(b) The committee must have well-defined and clearly documented terms of reference.

1.4.5 Outcomes of Institutional Accreditation Application

There could be three different outcomes of an accreditation application. These are as
follows:
(a) An institution that has met all the outcomes for accreditation shall be accredited for
a period of five years.
(b) An institution that has met all the critical outcomes, but has not met one or more
non-critical outcomes, shall be provisionally accredited for a period less than five
years.
4

(c) An institution that has not met one or more critical outcomes shall be non-accredited
(neither accredited nor provisionally accredited).

1.4.6 Requirements of an Accredited Institution
An accredited institution must:

(a) ensure that it takes measures to continually enhance the quality of educational
services, provisions and resources;
(b) notify EQAP of any major change in the information submitted to EQAP;
(c) notify EQAP of any change in any of its programmes;
(d) only offer awards for programmes approved by EQAP;
(e) comply with periodic assessments made through site visits at such intervals as may
be determined by EQAP; and
(f) ensure that all information about its programmes and accreditation status contained
in advertisements and marketing materials is accurate.

1.4.7 Requirements of a Provisionally Accredited Institution
A provisionally accredited institution must:

(a) comply with the conditions of provisional accreditation and make an application for
the conversion of the provisional accreditation to accreditation within the stipulated
timeframe;
(b) notify EQAP of any major change in the information submitted to EQAP;
(c) notify EQAP of any change in any of its programmes;
(d) only offer awards for programmes approved by EQAP;
(e) comply with periodic assessments made through site visits at such intervals as may
be determined by EQAP; and
(f) ensure that all information about its programmes and accreditation status contained
in advertisements and marketing materials is accurate.
•
In the event that the institution is unable to comply with the conditions
of provisional accreditation within the specified timeframe, the institution
may seek an extension of the provision.
•
An application for extension of the provisional accreditation must be in
writing, stating the reasons for the request and the period of extension
being sought.

1.4.8 Notification on the Outcome of an Application for Accreditation of an
Institution

(a) The outcome of an application for the accreditation of an institution must be relayed
to the applicant in writing.
(b) The notice of outcome must contain information on:
(i)
decision on the application;
(ii)
reason(s), in the case when an application has been provisionally approved
or declined;
(iii)
conditions for provisional approval; and
(iv)
requirements, if any, that the institution must comply with.
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1.4.9 Processing an Application for Extension of Provisional Accreditation
(a) The provisional accreditation of an institution may be extended provided that the
reasons for the request are valid.
(b) The period of extension shall depend on the nature of the condition(s) and the
submission by the institution.

1.4.10 Revocation of Accreditation

After receiving a report on the special academic audit of an institution, EQAP may revoke
or suspend the accreditation or provisional accreditation of an institution.

1.5
The Institutional Accreditation Process
The diagram below, figure 1, shows the various stages that an accreditation application
will go through from the time it is received until its outcome is determined.
Application received,
acknowledged and checked

Institution makes application

Application complete?
No

Accreditation certificate
issued

Yes
Evaluators evaluate
application and make
recommendation

Institution submits
supplementary information

Yes

Institution advised on
outcome of application

No

Positive outcome?

Institution may seek review
of decision

Pacific Benchmarking for
Education Quality (PBEQ)
makes decision

Endorsement of
recommendation by
accreditation committee

Figure 1. Flowchart of the institutional accreditation process.
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SECTION 2:
Policy and Procedures on Accreditation of
Provider Qualifications
2.1
Policy Objective
The purpose of this policy is to provide a framework for the conduct of the qualification
accreditation process in order to ensure that a qualification possesses the features
that identify it appropriately and hence will contribute towards the achievement of
quality higher education services by meeting the training needs of the region, individual
nations, industry and students.

2.2
Background
1. This policy applies to all institutions in countries that have decided that the
Educational Quality and Assessment Programme (EQAP) would be their external
quality assurance agency.
2. The countries in the Pacific Islands region that do not have national quality
assurance agency for post-secondary education and training may request EQAP
for services on accreditation of their qualifications. However, the decision on this
needs to be made in consultation with stakeholders and conveyed officially to EQAP
through the respective ministry.
3. A provider qualification is a qualification that is developed and delivered by a postsecondary education and training provider.
4. The features and characteristics of a provider qualification, and the guidelines and
requirements on its development and accreditation are contained in the Guidelines
for the Development and Accreditation of Provider Qualifications.
5. Through its quality assurance processes, EQAP accredits qualifications at
appropriate levels on the Pacific Qualifications Framework (PQF) and registers them
on the Pacific Register of Qualifications and Standards (PRQS).
6. The policy provides the required information and direction to evaluators on the
procedures and requirements of accreditation. When evaluating an application, an
evaluator must look for evidence of compliance with the accreditation criteria and
outcomes.
7. The accreditation of qualifications is a pivotal process for the proper development
and regulation of the higher education sector, especially in the setting of standards.
This policy will also ensure that the evaluation process of accreditation is consistent,
transparent and fair, and that due regard is given to qualifications that are ‘industry
relevant’ and are of ‘high quality’.
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2.3
Policy on Accreditation of Provider Qualifications
1. The providers in a country that has decided to select the Educational Quality and
Assessment Programme (EQAP) as its quality assurance agency may apply to EQAP
for the accreditation of their qualifications.
2. The providers in a country that have a national quality assurance agency shall not
be eligible to seek the accreditation of their qualifications from EQAP.
3. The EQAP shall prescribe the requirements and procedures for making an
application for the accreditation of a qualification.
4. The standards, criteria and outcomes for accreditation shall be prescribed by
EQAP and may be reviewed from time-to-time to ensure alignment with relevant
internationally accepted standards and criteria.
5. The procedure for processing an accreditation application shall be determined by
EQAP.
6. The decision on an accreditation application shall be based on the extent to which
the application complies with prescribed standards and evaluation outcomes.
7. During the period of its accreditation or provisional accreditation, the provider must
comply with any conditions of accreditation.
8. EQAP may call for a special audit of an accredited or provisionally accredited
qualification if there are reasonable grounds for it.
9. EQAP may call for a special audit of a qualification if there are reports of
amendments to the qualification without approval, the qualification becoming
irrelevant to the industry, lack of stakeholder support for the qualification, and
serious issues with the provider that owns the qualification.
10. The qualification accreditation process must be effective, efficient and responsive
to the changing higher education environment and to the changing needs of the
industry, institutions, students, staff and stakeholders.

2.4
Procedures and Requirements
2.4.1 Application for Accreditation of Provider Qualification

(a) The application for the accreditation of a regional qualification must be made on
the form entitled Application for Accreditation of Provider Qualification Form,
which is shown in Appendix 4.
(b) The following attachments, which can be submitted either as pdf documents or
image files (in the case of certificates), must accompany the application:
(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
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Certified copy of registration certificate of the organisation that owns the
qualification.
Joint partnership agreement.
Qualification document or component descriptors.
Documentation on stakeholder involvement and support.
Workplace attachment policy.
Assessment plan.
Resource acquisition plan.

(c) An application that does not contain the information required in (a) and (b) of 2.4.1
may be deemed incomplete.

2.4.2 Processing an Application for Accreditation of Provider Qualification

The processing of an application for the accreditation of a qualification shall include the
following steps:
(a) Preliminary evaluation: The preliminary evaluation of the application is carried
out by the staff of EQAP and involves a scrutiny of the application to ascertain that
all sections of the application form have been appropriately completed and the
supplementary documents have been attached and are appropriate and correctly
labelled.
(b) Evaluation of application by external evaluators: This step involves the thorough
analysis of the information supplied in the application form and supplementary
documents; conduct of a site audit (if necessary) to verify the information contained
in the application; evaluation of the application against the 42 outcomes for
accreditation; and preparation of a report on the evaluation and presentation of the
same to the accreditation committee. The report must be prepared in the template
shown in Appendix 5.
(c) Recommendation by the accreditation committee: The report of the external
evaluators, which contains a recommendation on the result of the application,
must be presented before the accreditation committee by the evaluators. The
committee, after carefully considering the report, may decide to either make a
recommendation to PBEQ or direct the evaluators to provide further information.
(d) Approval by PBEQ: The approval by PBEQ is the final step in the processing of
an accreditation application. Based on the recommendation by the accreditation
committee, PBEQ may decide to approve or decline the application for
accreditation.

2.4.3 Evaluators for Accreditation of Provider Qualification

The evaluators for qualification accreditation must be appropriately qualified and
experienced, independent of EQAP and have well-defined and clearly documented
terms of reference.

2.4.4 Accreditation Committee

To ensure integrity in the accreditation processes, EQAP must appoint an independent
accreditation committee to vet reports on accreditation applications and make
recommendations to PBEQ on the approval or otherwise of the applications.
(a) The members of the committee must be appropriately qualified and experienced,
and independent of EQAP.
(b) The committee must have well-defined and clearly documented terms of reference.
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2.4.5 Outcomes of an Application for Accreditation of a Provider
Qualification

There could be three different outcomes of an accreditation application. These are as
follows:
(a) A qualification that has met all the outcomes for qualification accreditation shall be
accredited for a period of five years.
(b) A provisionally accredited qualification is a qualification that has met all the critical
outcomes but has not met one or more non-critical outcomes for accreditation.
(c) A non-accredited qualification is one that has not met one or more critical
outcomes for accreditation.

2.4.6 Notification on the Outcome of an Application for Accreditation of a
Provider Qualification

(a) The outcome of an application for the accreditation of a provider qualification must
be relayed to the applicant in writing.
(b) The notice of outcome must contain information on:
(i)
(ii)
(iii)
(iv)

decision on the application;
reason(s), in the case when an application has been provisionally
approved or declined;
conditions for provisional approval; and
requirements, if any, that the institution must comply with.

2.4.7 Revocation of Accreditation

The accreditation of a qualification may be revoked if the following occurs:
(a) Amendments to its key components – including purpose, outcome statement, unit
standards and their levels and credits, and completion requirements – are made
without prior approval from EQAP.
(b) The qualification was not reviewed on time.
(c) The special audit of the qualification reveals serious issues with the qualification
and/or the institution that owns it.
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2.5
Provider Qualification Accreditation Process
The diagram below, figure 2, shows the various stages that an application for
qualification accreditation will go through from the time it is received until its outcome
is determined.
Application received,
acknowledged and checked

Institution makes application

Application complete?
No

Accreditation certificate
issued

Yes

Institution submits
supplementary information

Application evaluated
by evaluators

Institution may seek review
of decision

Evaluators make
recommendation

Yes

Institution advised on
outcome of application

No

Positive outcome?

Pacific Benchmarking for
Education Quality (PBEQ)
makes decision

Endorsement of
recommendation by
accreditation committee

Figure 2. Flowchart of the provider qualification accreditation process.
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SECTION 3:
Policy and Procedures on Accreditation of
Regional Qualifications
3.1
Policy Objective
The purpose of this policy is to provide a framework for the conduct of the qualification
accreditation process in order to ensure that that a qualification possesses the features
that identify it appropriately and hence will contribute towards the achievement of
quality higher education services by meeting the training needs of the region, individual
nations, industry and students.

3.2
Background
1. This policy applies to all institutions and organisations in the Pacific Islands region
that would like their educational and training programmes accredited by the
Educational Quality and Assessment Programme (EQAP).
2. The countries in the Pacific Islands region that do not have national quality
assurance agency for post-secondary education and training may request EQAP
for services on accreditation of their qualifications. However, the decision on this
needs to be made in consultation with stakeholders and conveyed officially to EQAP
through the respective ministry.
3. A regional organisation that wishes to develop training packages and programmes
to address the specific skills needs of an industry could develop the training
programme and seek its accreditation as a regional qualification.
4. The features and characteristics of a regional qualification, and the guidelines and
requirements on its development and accreditation, are contained in the Guidelines
for the Development and Accreditation of Regional Qualifications.
5. Through its quality assurance processes, EQAP accredits qualifications at
appropriate levels on the Pacific Qualifications Framework (PQF) and registers them
on the Pacific Register of Qualifications and Standards (PRQS).
6. The policy provides the required information and direction to evaluators on the
procedures and requirements of accreditation. When evaluating an application,
an evaluator must look for evidence in support of the accreditation criteria and
outcomes.
7. The accreditation of qualifications is a pivotal process for the proper development
and regulation of the higher education sector, especially in the setting of standards.
8. This policy will also ensure that the evaluation process of accreditation is consistent,
transparent and fair, and that due regard is given to qualifications that are ‘industry
relevant’ and are of ‘high quality’.
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3.3
Policy on Accreditation of Regional Qualifications
1. The Education Quality and Assessment Programme (EQAP) shall prescribe the
requirements and procedures for making an application for the accreditation of a
qualification.
2. The standards, criteria and outcomes for accreditation shall be prescribed by
EQAP and may be reviewed from time-to-time to ensure alignment with relevant
internationally accepted standards and criteria.
3. The procedure for processing an accreditation application shall be determined by
EQAP.
4. The decision on an accreditation application shall be based on the extent to which
the application complies with prescribed standards and evaluation outcomes.
5. During the period of its accreditation or provisional accreditation, the developer
must comply with any requirements in respect of the qualification.
6. EQAP may call for a special audit of an accredited or provisionally accredited
qualification if there are reasonable grounds for it.
7. EQAP may call for a special audit of a qualification if there are reports of
amendments to the qualification without approval, the qualification becoming
irrelevant to the industry, lack of stakeholder support for the qualification, and
serious issues with the organisation that owns the qualification.
8. The qualification accreditation process must be effective, efficient and responsive
to the changing higher education environment and to the changing needs of the
industry, institutions, students, staff and stakeholders.

3.4
Procedures and Requirements
3.4.1 Application for Accreditation of a Regional Qualification

(a) The application for the accreditation of a regional qualification must be made on the
form entitled Application for Accreditation of Regional Qualification Form, which is
shown in Appendix 6.
(b) The following attachments, which can be submitted either as pdf documents or
image files (in the case of certificates), must accompany the application:
(i)
(ii)
(iii)
(iv)

Certified copy of registration certificate of the organisation that owns the
qualification.
Qualification document.
Documentation on stakeholder involvement and support.
Documentation on qualification approval.

(c) An application that does not contain the information required in (a) and (b) of 3.4.1
may be deemed incomplete.
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3.4.2 Processing an Application for Accreditation of a Regional
Qualification

The processing of an application for the accreditation of a qualification shall include the
following steps:
(a) Preliminary evaluation: The preliminary evaluation of the application is carried
out by the staff of EQAP and involves a scrutiny of the application to ascertain that
all sections of the application form have been appropriately completed and the
supplementary documents have been attached and are appropriate and correctly
labelled.
(b) Evaluation of application by external evaluators: This step involves the thorough
analysis of the information supplied in the application form and supplementary
documents; conduct of a site audit (if necessary) to verify the information contained
in the application; evaluation of the application against the 42 outcomes for
accreditation; and preparation of a report on the evaluation and presentation of the
report to the accreditation committee. The report must be prepared in the template
shown in Appendix 7.
(c) Recommendation by the accreditation committee: The report of the external
evaluators, which contains a recommendation on the result of the application, must
be presented before the accreditation committee by the evaluators. The committee,
after carefully considering the report, may decide to either make a recommendation
to PBEQ or direct the evaluators to provide further information.
(d) Approval by the PBEQ: The approval by PBEQ is the final step in the processing of
an accreditation application. Based on the recommendation by the accreditation
committee, PBEQ may decide to approve or decline the application for accreditation.

3.4.3 Evaluators for Regional Qualification Accreditation

The evaluators for qualification accreditation must be appropriately qualified and
experienced, independent of EQAP and have well-defined and clearly documented terms
of reference.

3.4.4 Accreditation Committee

To ensure integrity in the accreditation processes, EQAP must appoint an independent
accreditation committee to vet reports on accreditation applications and make
recommendations to PBEQ on the approval or otherwise of the applications.
(a) The members of the committee must be appropriately qualified and experienced,
and independent of EQAP.
(b) The committee must have well-defined and clearly documented terms of reference.

3.4.5 Outcomes of Accreditation

There could be two different outcomes of an accreditation application. These are as
follows:
(a) A qualification that has met all the outcomes for qualification accreditation shall be
accredited for a period of five years.
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(b) A non-accredited qualification is one that has not met one or more critical outcomes
for accreditation and/or does not have support to be a regional qualification and/or
does not adequately address the specified needs of the region.

3.4.6 Notification on the Outcome of an Application for Accreditation

(a) The outcome of an application for the accreditation of a regional qualification must
be relayed to the applicant in writing.
(b) The notice of outcome shall contain information on:
(i)
decision on the application; and
(ii)
reason(s), in the case when an application has been declined.

3.4.7 Revocation of Accreditation

The accreditation of a qualification may be revoked if the following occurs:
(a) Amendments to its key components – including purpose, outcome statement, unit
standards and their levels and credits, and completion requirements – are made
without prior approval from EQAP.
(b) The qualification was not reviewed on time.
(c) The review has deemed the qualification irrelevant to the needs of the industry.
(d) The special audit of the qualification reveals serious issues with the qualification and/
or the organisation that owns it.

3.5
The Regional Qualification Accreditation Process
The diagram below, figure 3, shows the various stages that an application for
accreditation of a regional qualification will go through from the time it is received until
its outcome is determined.
Organisation makes
application

Application received,
acknowledged and checked

Application complete?
No

Accreditation certificate
issued and qualification
registered on PRQS

Organisation submits
supplementary information

Yes

Accreditation
panel evaluates
application and makes
recommendation

Yes

Organisation advised on
outcome of application

No

Positive outcome?

Organisation may seek
review of decision

Pacific Benchmarking for
Education Quality (PBEQ)
makes final decision

Endorsement of
recommendation by
accreditation committee

Figure 3. Flowchart of the regional qualification accreditation process.
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SECTION 4:
Policy and Procedures on Accreditation of
Micro-Qualifications
4.1
Policy Objective

The purpose of this policy is to provide a framework for the conduct of the microqualification accreditation process in order to ensure that a micro-qualification
possesses the features that identify it appropriately and hence will contribute towards
the achievement of quality higher education services by meeting the training needs of
the region, individual nations, industry and students.

4.2
Background

1. This policy applies to all institutions and organisations in the Pacific Islands region
that would like their training packages accredited as micro-qualifications/units of
learning from the Educational Quality and Assessment Programme (EQAP).
2. An organisation that wishes to develop a training package to address the specific
skills needs of an industry could develop the training package and seek its
accreditation as a micro-qualification.
3. The features and characteristics of a micro-qualification, and the guidelines and
requirements on its development and accreditation, are contained in the Guidelines
for the Development and Accreditation of Micro-qualifications.
4. Through its quality assurance processes, EQAP accredits micro-qualifications and
registers them on the Pacific Register of Qualifications and Standards (PRQS).
5. The policy provides the required information and direction to evaluators on the
procedures and requirements of accreditation. When evaluating an application,
an evaluator must look for evidence in support of the accreditation criteria and
outcomes.
6. This policy will also ensure that the accreditation evaluation process is consistent,
transparent and fair, and that due regard is given to micro-qualifications that are
‘industry relevant’ and are of ‘high quality’.

4.3
Policy on Accreditation of Micro-qualifications
1. The Education Quality and Assessment Programme (EQAP) shall prescribe the
requirements and procedures for making an application for the accreditation of a
micro-qualification.
2. The standards, criteria and outcomes for accreditation shall be prescribed by
EQAP and may be reviewed from time-to-time to ensure alignment with relevant
internationally accepted standards and criteria.
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3. The procedure for processing an accreditation application shall be determined by
EQAP.
4. The decision on an accreditation application shall be based on the extent to which
the micro-qualification complies with prescribed standards and evaluation outcomes.
5. During the period of its accreditation, the developer must comply with any
requirements in respect of the micro-qualification.
6. EQAP may call for a special audit of a micro-qualification if there are reports of
amendments to the micro-qualification without approval, if the micro-qualification
is becoming irrelevant to the industry, and if there are serious issues with the
organisation that owns the micro-qualification.
7. The micro-qualification accreditation process must be effective, efficient and
responsive to the changing higher education environment and to the changing needs
of the industry, institutions, students, staff and stakeholders.

4.4
Procedures and Requirements
4.4.1 Application for Accreditation of a Micro-qualification

(a) The application for the accreditation of a micro-qualification must be made on the
form entitled Application for Accreditation of Micro-qualification Form, which is
shown in Appendix 14.
(b) The following attachments, which can be submitted either as pdf documents or
image files (in the case of certificates), must accompany the application:
(i)
(ii)
(iii)

Certified copy of registration certificate of the organisation that owns the
micro-qualification.
Documentation on stakeholder involvement and support.
Documentation on qualification approval.

(c) An application that does not contain the information required in (a) and (b) of 4.4.1
may be deemed incomplete.

4.4.2 Processing an Application for Accreditation of a Micro-qualification
The processing of an application for the accreditation of a micro-qualification shall
include the following steps:

(a) Preliminary evaluation: The preliminary evaluation of the application is carried out
by the staff of EQAP and involves a scrutiny of the application to ascertain that
all sections of the application form have been appropriately completed and the
supplementary documents have been attached and are appropriate and correctly
labelled.
(b) Evaluation of application by external evaluators: This step involves the thorough
analysis of the information supplied in the application form and supplementary
documents; conduct of a site audit (if necessary) to verify the information contained
in the application; evaluation of the application against the 40 outcomes for
accreditation; and preparation of a report on the evaluation and presentation of the
report to the accreditation committee. The report must be prepared in the template
shown in Appendix 15.
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(c) Recommendation by the accreditation committee: The report of the external
evaluators, which contains a recommendation on the result of the application, must
be presented before the accreditation committee by the evaluators. The committee,
after carefully considering the report, may decide to either make a recommendation
to PBEQ or direct the evaluators to provide further information.
(d) Approval by PBEQ: The approval by PBEQ is the final step in the processing of
an accreditation application. Based on the recommendation by the accreditation
committee, PBEQ may decide to approve or decline the application for accreditation.

4.4.3 Evaluators for Micro-qualification Accreditation

The evaluators for micro-qualification accreditation must be appropriately qualified and
experienced, independent of EQAP and have well-defined and clearly documented terms
of reference.

4.4.4 Accreditation Committee

To ensure integrity in the accreditation processes, EQAP must appoint an independent
accreditation committee to vet and endorse recommendations on accreditation
applications.
(a) The members of the committee must be appropriately qualified and experienced,
and independent of EQAP.
(b) The committee must have well-defined and clearly documented terms of reference.

4.4.5 Outcomes of Accreditation

There could be two different outcomes of an accreditation application. These are as
follows:
(a) A micro-qualification that has met all the outcomes for accreditation shall be
accredited for a period of five years.
(b) A non-accredited micro-qualification is one that has not met one or more critical
outcomes for accreditation and/or has been deemed irrelevant by the industry.

4.4.6 Notification on the Outcome of an Application for Accreditation

(a) The outcome of an application for the accreditation of a micro-qualification must be
relayed to the applicant in writing.
(b) The notice of outcome shall contain information on:
(i)
decision on the application; and
(ii)
reason(s), in the case when an application has been declined.

4.4.7 Revocation of Accreditation

The accreditation of a micro-qualification may be revoked if the following occurs:
(a) Amendments to its key components – including purpose, outcome statement, unit
standards and their levels and credits, and completion requirements – are made
without prior approval from EQAP.
(b) The micro-qualification was not reviewed on time.
(c) The review has deemed the micro-qualification irrelevant to the needs of the
industry.
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4.5
The Accreditation of a Micro-Qualification Process
The diagram below, figure 4, shows the various stages that an application will go
through from the time it is received until its outcome is determined.
Organisation makes
application

Application received,
acknowledged and checked

Application complete?
No

Accreditation certificate
issued and component
registered on PRQS

Organisation submits
supplementary information

Yes
Evaluator evaluates
application and makes
recommendation

Yes

Organisation advised on
outcome of application

No

Positive outcome?

Organisation may seek
review of decision

Decision by Pacific Board for
Educational Quality (PBEQ)

Endorsement of recommendation
by Accreditation Committee

Figure 4. Flowchart of the micro-qualification accreditation process.
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SECTION 5:
Policy and Procedures on Approval
to Deliver and Delivery of Regional
Qualifications
5.1
Policy Objective

The purpose of this policy is to provide a framework for the conduct of the processes
on approving providers to deliver regional qualifications, and the delivery of the
qualification by the providers in order to ensure that only those organisations that
possess the required systems, structures and resources are granted approval and that
the processes on the delivery and assessment are appropriate, fair and credible.

5.2
Background

1. This policy applies to all institutions in the Pacific Islands region that intend to
deliver and are approved to deliver regional qualifications. It also provides a
framework on the processing of applications by the Educational Quality and
Assessment Programme (EQAP) and external evaluators.
2. A regional qualification is one that meets a regional need, is developed by the
industry experts of the region, is owned by the region, is accredited as a regional
qualification, and is available for delivery by organisations within the region.
3. EQAP, being a regional quality assurance agency, has established the structures and
processes for accrediting regional qualifications.
4. Through its quality assurance processes, EQAP accredits the qualifications at
appropriate levels on the Pacific Qualifications Framework (PQF) and registers them
on the Pacific Register of Qualifications and Standards (PRQS).
5. The criteria, guidelines and requirements on the development and accreditation
of regional qualifications are contained in the Guidelines for the Development and
Accreditation of Regional Qualifications
6. The organisations, including education and training institutions that are located
in countries that own the regional qualification may seek approval to deliver the
qualifications.

5.3
Policy on Validation of Delivery and Assessment of Regional
Qualifications
1. The requirements and procedures for making an application to deliver a regional
qualification shall be prescribed by EQAP and may be reviewed when necessary.
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2. The standards, criteria and outcomes for approval to deliver a regional qualification
shall be prescribed by EQAP and may be reviewed to ensure alignment with
international best practices.
3. The procedure for processing an application for approval to deliver a regional
qualification shall be determined by EQAP.
4. Where necessary, the requirements and procedures for making an application; the
standards, criteria and outcomes for approval to deliver; and the procedure for
processing an application may be reviewed in consultation with national quality
assurance agencies.
5. The decision to grant approval to deliver shall be based on the extent to which the
organisation complies with prescribed standards and evaluation outcomes.
6. An institution approved to deliver a regional qualification must comply with the
requirements.
7. The processes on the delivery of training and assessment of learners shall be
validated by an appropriately qualified auditor/validator.
8. EQAP shall maintain a record of all learners who have successfully completed a
regional qualification.
9. EQAP may call for a special academic audit of an institution if there are reports
of irregularities in the delivery of training, conduct and reporting of assessment
outcomes, financial mismanagement, and significant issues on staffing and
management.
10. For an organisation in a country that has a national quality assurance agency,
EQAP shall engage with the national quality assurance agency on matters relating
to granting approval to deliver and quality assuring the processes on delivery and
assessment.
11. The processes on approving providers to deliver regional qualifications, and delivery
of qualifications by organisations, must be effective, efficient and responsive to the
changing higher education environment and to the changing needs of institutions,
students, staff and stakeholders.

5.4
Procedures and Requirements
5.4.1 Application for Approval to Deliver a Regional Qualification

(a) The application for approval to deliver a regional qualification must be made on the
form entitled Application for Approval to Deliver a Regional Qualification Form, which
is shown in Appendix 8.
(b) The following attachments, which can be submitted either as pdf documents or
image files (in the case of certificates), must accompany the application:
(i)
Accreditation certificate, if available.
(ii)
Legal registration certificate.
(iii)
Organisational chart.
(iv)
Financial viability report.
(v)
Grievance procedures.
(vi)
Workplace attachment policy.
(vii)
Assessment plan.
(viii)
Policy and procedures on assessment and moderation.

21

(ix)
(x)
(xi)

Resource acquisition plan.
Health and safety certification.
Documentation on endorsement by regional industry association or
professional association.

(c) An application that does not contain the information required in (a) and (b) of 5.4.1
may be deemed incomplete.

5.4.2 Processing an Application for Approval to Deliver

The processing of an application for approval to deliver a regional qualification shall
include the following steps:
(a) Preliminary evaluation: The preliminary evaluation of the application involves the
scrutiny of the application to ascertain that all sections of the application form have
been appropriately completed and the supplementary documents are attached, and
that they are authentic, appropriate and correctly labelled.
(b) Evaluation of application by external evaluators: This step involves the thorough
analysis of the information supplied in the application form and supplementary
documents; conduct of a site audit to verify the information contained in the
application (if necessary); evaluation of the application against the 57 outcomes
for approval to deliver a regional qualification; and preparation of a report on the
evaluation and presentation of the same to EQAP. The report must be prepared in
the template shown in Appendix 9.
(c) Approval by the Director of EQAP: Based on the recommendation of the external
evaluator, the Director may decide to approve or decline an application by an
organisation to deliver a regional qualification.
•
For an organisation in a country that has a national accrediting agency,
EQAP will delegate the processing of the organisation’s application to the
respective national agency. In such a case, the processing of the application
shall be in accordance with the agency’s quality assurance framework.

5.4.3 Evaluators for Approval to Deliver a Regional Qualification

An evaluator for an application to deliver a regional qualification must be appropriately
qualified, experienced and have well-defined and clearly documented terms of reference.

5.4.4 Outcomes of an Application for Approval to Deliver a Regional
Qualification

There could be three different outcomes of an accreditation application. These are as
follows:
(a) The application of an organisation that meets all the outcomes shall be approved.
(b) In the event where an organisation does not meet one or more non-critical
outcomes, the organisation may be given provisional approval provided the
organisation has a clearly documented plan for meeting the outcomes in a specified
period of time. The provisional approval of an organisation shall only be for a
specified period of time and shall be subject to conditions that must be met within
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the timeline specified.
(c) The application of an organisation that does not meet one or more critical outcomes
would be declined.

5.4.5 Notification on the Outcome of an Application to Deliver a Regional

Qualification
(a) The outcome of an application to deliver a regional qualification must be relayed to
the applicant in writing.
(b) The notice of outcome shall contain information on:
(i)
decision on the application;
(ii)
reason(s), in the case when an application has been provisionally approved
or declined;
(iii)
conditions for provisional approval; and
(iv)
requirements of an organisation that is approved to deliver a regional
qualification.

5.4.6 Requirements of an Organisation Approved to Deliver a Regional
Qualification
(a) An organisation approved to deliver a regional qualification must:
(i)
(ii)
(iii)
(iv)
(v)
(vi)

deliver training on the units of competencies/unit standards that the
qualification comprises;
not make any amendments to the qualification without prior approval from
EQAP;
develop appropriate curriculum and learning, and teaching resources to
ensure effective delivery of the unit standards;
ensure that the processes on the delivery of the qualification and
assessment of learners are validated by a suitably qualified external
auditor/validator;
have in place a strategy to ensure that all key processes commencing with
the development of the training materials, and leading up to the award of
the qualification, are quality assured; and
submit – upon completion of the training for a cohort – to EQAP the
following information in respect of each learner who has successfully
completed the qualification:

•

Information about the organisation:
o Name
o Country
o Accreditation details

•

Information on the learner:
o Name and ID number
o Nationality
o Date of birth
o Units completed and results
o Commencement and completion date
o Email and postal contact details
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(b) In addition to complying with the requirements stated in (a), a provisionally approved
organisation must also comply with the conditions of provisional approval within the
timeline specified.

5.4.7 Revocation of Approval to Deliver a Regional Qualification

After receiving a report on the special academic audit of an organisation, EQAP may
revoke or suspend its approval of an organisation to deliver a regional qualification.

5.5
The Approval to Deliver a Regional Qualification Process
The diagram below, figure 5, shows the various stages that an application will go
through from the time it is received until its outcome is determined.
Organisation makes
application

Application received,
acknowledged and checked

Application complete?
No

Organisation submits
supplementary information

Delivery of Qualification

Yes
Evaluators evaluate
application and make
recommendation

Yes
No

Positive outcome?

Organisation may seek
review of decision

Organisation advised on
outcome of application

Decision by Director EQAP

Figure 5. Flowchart of the process on approval to deliver a regional qualification.
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SECTION 6:
Policy and Procedures on Approval to
deliver Micro-Qualifications
6.1
Policy Objective

The purpose of this policy is to provide a framework for the conduct of the process for
approving providers and organisations to deliver micro-qualifications in order to ensure
that only those organisations or providers that possess the required system, structures
and resources are granted approval to deliver micro-qualifications that are accredited
on the Pacific Qualifications Framework (PQF).

6.2
Background

1. This policy applies to organisations and individuals in the Pacific Islands region
that intend to deliver micro-qualifications. It also provides a framework on the
processing of applications by the Educational Quality and Assessment Programme
(EQAP) and external evaluators.
2. A micro-qualification is a sub set or component of a qualification that is designed to
address a specific need for which only certain skill sets are required. It is intended
to facilitate a change in behaviour that will result in the learner being able to do
something that he or she could not do before going through the training.
3. EQAP, being a regional quality assurance agency, has established the structures and
processes to accredit micro-qualifications.
4. Through its quality assurance processes, EQAP accredits qualifications and microqualifications on the Pacific Qualifications Framework (PQF) and registers them on
the Pacific Register of Qualifications and Standards (PRQS).
5. The criteria, guidelines and requirements on the development and accreditation
of regional qualifications are contained in the Guidelines for the Development and
Accreditation of Units of Learning.

6.3
Policy on Approval to Deliver Micro-qualifications
1. An organisation or accredited training provider may apply to deliver a microqualification.
2. The requirements and procedures for making an application to deliver a microqualification shall be prescribed by EQAP and may be reviewed when necessary.
3. The standards, criteria and outcomes for approval to deliver a micro-qualification
shall be prescribed by EQAP and may be reviewed to ensure alignment with
international best practices.
4. The procedure for processing an application for approval to deliver a microqualification shall be determined by EQAP.
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5. The decision to grant approval to deliver a micro-qualification shall be based on the
extent to which the organisation complies with prescribed standards and evaluation
outcomes.
6. For an organisation in a country that has a National Quality Assurance Agency
(NQAA):
(a)
EQAP shall engage with the NQAA on matters relating to granting approval
to deliver a micro-qualification; and
(b)
the organisation shall comply with the requirements of the NQAA in
respect of the approval to deliver a micro-qualification.
7. An organisation approved to deliver a micro-qualification must comply with the
requirements for delivery.
8. EQAP shall maintain a record of all learners who have successfully completed a
micro-qualification.
9. The processes on approving providers to deliver micro-qualifications, and the
delivery of micro-qualifications by organisations must be effective, efficient and
responsive to the changing higher education environment.

6.4
Procedures and Requirements
6.4.1 Application for Approval to Deliver a Micro-qualification

(a) The application for approval to deliver a micro-qualification must be made on the
form entitled Application for Approval to Deliver a Micro-qualification Form, which is
shown in Appendix 16.
(b) The following attachments, which can be submitted either as pdf documents or
image files (in the case of certificates), must accompany the application:
(i)
Accreditation certificate, if available.
(ii)
Legal registration certificate.
(iii)
Grievance procedures.
(iv)
Workplace attachment policy.
(v)
Assessment plan.
(vi)
Policy and procedures on assessment and moderation.
(vii)
Health and safety certification.
(c) An application that does not contain the information required in (a) and (b) of 6.4.1
may be deemed incomplete.

6.4.2 Processing an Application for Approval to Deliver

The processing of an application for approval to deliver a micro-qualification shall include
the following steps:
(a) Evaluation of application: This step involves the thorough analysis of the information
supplied in the application form and supplementary documents; conduct of a site
audit to verify the information contained in the application (if necessary); evaluation
of the application against the 39 outcomes for approval to deliver a microqualification; and preparation of a report on the evaluation. The report must be
prepared in the template shown in Appendix 17.
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(b) Approval by the Director of EQAP: Based on the recommendation of the evaluator,
the Director may decide to approve or decline an application by an organisation to
deliver a micro-qualification.

6.4.3 Outcomes of an Application for Approval to Deliver a Microqualification

There could be two different outcomes of an accreditation application. These are as
follows:
(a) The application of an organisation that meets all the outcomes shall be approved.
(b) The application of an organisation that does not meet one or more critical outcomes
would be declined.

6.4.4 Notification on the Outcome of an Application to Deliver a Microqualification

(a) The outcome of an application to deliver a micro-qualification must be relayed to the
applicant in writing.
(b) The notice of outcome shall contain information on:
(i)
decision on the application;
(ii)
reason(s), in the case when an application has been declined;
(iii)
requirements of an organisation that is approved to deliver a microqualification.

6.4.5 Seeking Review of the Decision of an Application to Deliver a Microqualification

(a) An organisation whose application to deliver a micro-qualification has been declined
may seek a review of the decision.
(b) An application for the review of a decision must:
(i)
be made in writing
(ii)
be received by EQAP within 21 days from the date of notification of the
outcome; and
(iii)
state the grounds of review.

6.4.6 Requirements of an Organisation Approved to Deliver a Microqualification

(a) An organisation approved to deliver a micro-qualification must:
(iv)
deliver training on the units of competencies/unit standards that the microqualification comprises;
(v)
not make any amendments to the micro-qualification without prior
approval from EQAP;
(vi)
develop appropriate curriculum and learning, and teaching resources to
ensure effective delivery of the unit standards;
(vii)
ensure that the processes on training delivery and assessment are quality
assured;
(viii)
submit – upon completion of the training for a cohort – to EQAP the
following information in respect of each learner who has successfully
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completed the micro-qualification:
•

•
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Information about the organisation:
o Name
o Country
o Accreditation details
Information on the learner:
o Name and ID number
o Nationality
o Date of birth
o Units completed and results
o Commencement and completion date
o Email and postal contact details

SECTION 7:
Policy and Procedures on the Evaluation
of Training Delivery and Validation of
Assessment of Learners pursuing Regional
Qualifications
7.1
Policy Objective

The purpose of this policy is to provide a framework for the evaluation of the delivery
of regional qualifications by organisations and the validation of assessment of learners
who are undertaking regional qualifications.

7.2
Background
1. This policy applies to all institutions in the Pacific Islands region that are approved to
deliver regional qualifications and the personnel who are involved in the evaluation
of training delivery and validation of assessment of regional qualifications.
2. A regional qualification is one that meets a regional need, is developed by the
industry experts of the region, is owned by the region, is accredited as a regional
qualification, and is available for delivery by organisations within the region.
3. The Educational Quality and Assessment Programme (EQAP), being a regional
quality assurance agency, has established the structures and processes for
accrediting regional qualifications and approving organisations to deliver them.
4. Through its quality assurance processes, EQAP accredits the qualifications at
appropriate levels on the Pacific Qualifications Framework (PQF) and registers them
on the Pacific Register of Qualifications and Standards (PRQS).
5. After a qualification has been accredited, organisations can apply to deliver it.
6. An organisation that intends to deliver a regional qualification must comply with the
requirements for approval to deliver.
7. An organisation that has been approved to deliver a regional qualification must
comply with the requirements on the delivery of regional qualifications.
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7.3
Policy on External Evaluation of Delivery and Validation of
Assessment of Regional Qualifications
1. The delivery of a regional qualification by an organisation shall be evaluated and the
assessment of learners undertaking the qualification shall be validated.
2. The evaluation of delivery and validation of assessment shall be carried out by a
suitably qualified external validator.
3. The requirements on evaluation and validation and the procedure for reporting the
results of the evaluation and validation shall be prescribed by EQAP.
4. The evaluation of training delivery shall involve an analysis of the training materials
to ascertain its alignment with the unit standards/units of competencies, and an
observation of training delivery shall be carried out to ascertain its alignment
with good training practices and suitability of techniques/strategies for the cohort
of learners. A mechanism must also be in place to ensure learners are given the
opportunity to evaluate the quality of the training that they have received.
5. The validation of assessment must include an analysis of the assessment items and
methodology to determine their alignment with the intended learning outcomes as
derived from the unit standards, and an analysis of scored assessments to ensure
accuracy, fairness, consistency and reliability in grading.
6. The report of the evaluation and validation must address the areas highlighted in 4
and 5, be signed by the validator, and must be sent to EQAP directly.
7. In an instance where there is a national quality assurance agency, the agency will be
delegated by EQAP to receive and review reports of the organisation.

7.4
Procedures and Requirements
7.4.1 Qualifications of Validators

A validator for a regional qualification shall have a tertiary education qualification and
experience in validation or quality audits.

7.4.2 Appointment of Validators

1. The validator of a regional qualification shall be appointed by EQAP.
2. Prior to carrying out a validation, a validator must declare any conflicts of interest.

7.4.3 Cost of Validation

The cost of validation shall be met by the organisation that is delivering the qualification.

7.4.4 Evaluation of Delivery and Validation of Assessment

The process shall include an observation of a training session and the evaluation of
assessment tasks, graded assessment sheets, and the processes and provisions on
assessment.

7.4.5 Evaluation of Training Delivery

1. The evaluation of delivery shall include the observation of 2–3 training sessions.
2. During the observation of the training session, the validator must determine if the:
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(a)
(b)
(c)
(d)
(e)

delivery method was appropriate to the nature of learning outcome;
resources were appropriate for the session;
trainer displayed understanding and delivered the contents confidently;
pace of delivery and medium of communication were appropriate; and
classroom environment was conducive to training and learning.

7.4.6 Evaluation of Resources

1. The validator must sight the training rooms and laboratories, learning resources
(including books and equipment), and curricula vitae of trainers to determine if the:
(a)
training venues are conducive to learning and teaching;
(b)
learning resources are sufficient, appropriate and relevant; and
(c)
the trainers are adequately qualified and experienced.
2. To assist the validator in making decisions on the appropriateness, relevance and
suitability of resources, the validator must refer to the Tool Kit on Application to
Deliver and Delivery of Regional Qualifications, which provides information on the:
(a)
qualifications of the trainer;
(b)
trainer to learner ratio; and
(c)
resources required for the delivery of the qualification.

7.4.7 Validation of Assessment and Associated Provisions
1. The validator must peruse the regulations and/or policies on assessment to
determine if there are provisions for:
(a)
information on assessment to learners prior to the conduct of assessment;
(b)
development, moderation and approval of assessment items/tasks;
(c)
confirmation of assessment outcomes and decisions;
(d)
re-assessments, special assessments and dealing with impaired
performances;
(e)
learners to seek a review of decisions on assessment; and
(f)
regular feedback on assessment to learners.
2. The validator must request samples and/or evidence to confirm that:
(a)
assessment tasks were moderated;
(b)
graded assessments were moderated;
(c)
meetings were held to confirm assessment outcomes and decisions;
(d)
feedback on assessment was provided;
(e)
assessment results were reported in the manner that they claimed to have
been; and
(f)
assessment records were securely stored.
3. The validator, for the purpose of ascertaining that assessment practices are fair and
that an assessment was carried out credibly, may hold discussions and interviews
with staff members and students.

7.4.8 Reporting the Results of Validation

1. The report on the evaluation of delivery and validation of assessment of a regional
qualification must be prepared in the template shown in Appendix 10.
2. The validator must prepare two copies of the report; one copy must be sent to EQAP
and the second must be given to the organisation that is delivering the qualification.
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SECTION 8:
Procedures on Registration of
Qualifications on PRQS
8.1
Background

The Pacific Register of Qualifications and Standards (PRQS) is the official and public
regional database for recognised qualifications, competent accrediting agencies,
recognised education and training institutions, regional occupational standards and
professional workers within the Pacific Islands region.
The database enhances and supports regional cooperation in facilitating the recognition
of qualifications and learning, and supporting the mobility of the region’s learners
and labour force. The PRQS also facilitates informed decisions and choices about
comparable and recognised qualifications, accrediting agencies, education and training
institutions, professional status of workers, and regional occupational standards in the
Pacific Islands region.
The PRQS contains three categories of qualifications. These are as follows:
(a) Regional qualifications.
(b) Provider qualifications from institutions that do not have national agencies.
(c) Qualifications accredited by national agencies.
For qualifications from categories (a) and (b) to be registered on the PRQS, these first
have to be accredited by the Educational Quality and Assessment Programme (EQAP).
The processes on the accreditation of provider and regional qualifications are discussed
in the previous sections of this manual. For registration of category (c) qualifications on
the PRQS, national agencies would need to apply in writing.

8.2
Application for Registration of Qualification on PRQS

An application for the registration of a qualification that is accredited by a national
agency on the PRQS must be made on the form entitled Application for Registration of
Qualification Form, which is shown in Appendix 11, and accompanied by a copy of the
qualification document.
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8.3
Processing an Application for Registration of a
Qualification
(a) The evaluation of an application for registration of a qualification on PRQS is a ‘light
touch’ exercise to verify that there is necessary and sufficient information about the
accreditation of the qualification by the national agency.
(b) The evaluation template is shown in Appendix 12, which contains the criteria that
must be met and the template in which the report must be prepared.
(c) The evaluation is an in-house desktop exercise, carried out by the staff of the
Qualifications Unit of EQAP, and not as thorough and rigorous as that carried out
by the national agency in respect of the same qualification. However, to ensure
credibility in the registration process, the evaluation carried out by a staff member
must be vetted and approved by another member of staff.
(d) In the event additional information is required, the national agency may be
contacted to supply the information.

8.4
Outcomes of Application for Registration of Qualification
on PRQS
No.
1

Outcome
Registered

Description
A qualification for which
there is relevant and
sufficient information
regarding its accreditation by
the national agency.

2

Not
Registered

A qualification for which
there is insufficient and/
or irrelevant information
regarding its accreditation by
the national agency.

Condition(s)
The registration period of a
qualification on the PRQS will be
the same as the period for which
it has been registered on the
respective National Qualifications
Framework (NQF).
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SECTION 9:
Procedures on Recognition of Foreign
Qualifications
9.1
Background

The recognition of a foreign qualification is a process for determining the validity and
authenticity of a qualification obtained by an individual from an institution that is
registered and is operating outside the Pacific Islands region.
The need to recognise a qualification may arise under the following circumstances:
(a) Application for admission into an educational or training institution: When the
qualification the applicant possesses needs to be validated so that he/she will
qualify to be considered for entry into the programme applied for.
(b) Application for a vacancy: when a potential employer needs to validate the
academic status of an applicant.
(c) Application for migration.

9.2
Application for Recognition of Foreign Qualifications

An application for the recognition of a foreign qualification must be made on the
form entitled Application for Recognition of Foreign Qualification, which is shown in
Appendix 13, and accompanied by the items shown below:
(a) Qualification information document, containing information on the aims, objectives,
learning outcomes, assessment criteria and grading structure.
(b) Certified copies of the certificate.
(c) Certified copy of the academic transcript containing a list of all courses/units
completed as part of the qualification.
(d) Application fees, as detailed in the table below.
Fee type and amount
Normal processing
(11 to 20 working days)
(within 10 working days)
FJD 300
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Fast-track processing
FJD 500

9.3
Criteria and Requirements for Recognition of Foreign
Qualifications
The following information would be considered when determining the outcome of an
application for the recognition of a foreign qualification:
(a) Status of the institution: whether the institution that awarded the qualification has
been accredited as a provider.
(b) Status of the qualification: whether the qualification has been accredited.
(c) The reason for seeking recognition of the qualification.
(d) The similarity between the descriptors of the level at which the qualification
is placed on its national qualification framework and the relevant PQF level
descriptors.

9.4
Processing an Application for Recognition of Foreign
Qualifications
The following procedure shall be applied in the processing of an application for
recognition of a foreign qualification:
(a) Official acknowledgement of the receipt of the application.
(b) Gathering information about the qualification and institution from where the
qualification was obtained.
(c) Evaluation of the application.
(d) Confirmation of the outcome of the application.
(e) Communicating the outcome of the application to the applicant.
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SECTION 10:
Procedures on Review of Decisions on
Accreditation and Approval to deliver a
Qualification or a Micro-Qualification
10.1
Provision for Review of Decision

An institution/organisation whose application for the accreditation or delivery of a
micro-qualification or regional qualification has been provisionally approved or declined
may seek a review of the decision.

10.2
Application for Review of Decisions
An application for the review of a decision must:

(a) be made in writing;
(b) be received by the Educational Quality and Assessment Programme (EQAP) within
21 days from the date of notification of the outcome; and
(c) state the grounds for review.

10.3
The Appeals Committee

1. The applications for review of a decision shall be heard by an independent appeals
committee appointed by Director of EQAP.
2. The Chairperson of the appeals committee shall not be an EQAP staff or PBEQ
member.
3. At least 50 per cent of the membership of the appeals committee shall be persons
with good standing in the community.

10.4
Hearing an Application for Appeal

1. Upon receipt of an application for an appeal, the appeals committee shall inform
EQAP in writing and make available a copy of the application that has been filed.
2. The appeals committee shall – within 7 days of the receipt of submission from the
respondent – fix a time for the hearing and inform the appellant and EQAP of the
time.
3. Both parties shall have the right to appear before the appeals committee in person,
and where appropriate, to present or defend their case.
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10.5
Decision of the Appeals Committee

1. The decision of the appeals committee shall be given in writing to the applicant and
EQAP.
2. The decision of the appeals committee shall be binding to all parties.
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Appendices:
Appendix 1: Application for Accreditation
of Institution Form
APPLICATION FOR ACCREDITATION OF INSTITUTION FORM
[FORM IA-01]

Name of Institution
APPLICATION CHECKLIST
Completed Application form for Accreditation
Certified copy of Registration Certificate
Documentation on vision, mission and goals
Organisational chart and explanation of relationships
Documentation on responsibilities of key positions
Strategic Plan
Terms of Reference of governing body
Procedures on programme development, approval, evaluation and review
Financial Viability Report
Policy and procedures on staff matters
Policy and procedures on learning and teaching
Procedures on selection and admission
Health and Safety Certification
Resource Acquisition Plan
Regulations and policy on assessment
Learner achievement report
Policy and procedures on research
Policy and procedures on grievances and refund of fees
FOR OFFICIAL USE
Application Number: __________________ Receiving Officer: _________________________________
Signature: __________________ Date: _____/_____/20____
Comments:

A. DETAILS OF INSTITUTION
A.1 Institution
Name of Institution
Business Name(s)
Postal Address
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Business Address
Contact Numbers
Web Address (if any)
Email Address (institutional)

Fax:

Tel:

A.2 Type of Institution
Indicate the type of institution by placing a tick beside the descriptor.
Type of Institution

(Tick)

Type of Institution

University

School of Hairdressing and
Beauty Therapy

Institute of Technology

Sports Academy

School of Medicine

Care giving School

School of Nursing

School of Performing Arts

Teacher Training Institute

Language Institution

School of Agriculture

Theological Institution

Institute of Computing

School of Aviation

(Tick)

Police Academy
Others (Please specify)

Army Training School
Vocational Institution

A.3 Details of Authorised Officer:
(The authorised officer is a senior manager/head of the institution)
Name
Position

Postal Address

Contact Numbers

Tel:

Mobile:

Fax:

Email Address
A.4

Authorised Contact Person (if different from A3 above):

Name
Position

Postal Address

Contact Numbers

Tel:

Mobile:

Fax:
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Email Address
A.5 Education and/or Training Locations:
Indicate below the details of all locations where the institution plans to deliver or is delivering
programmes. Details of agents are to be shown if the institution intends to deliver or is delivering
programmes through an agency arrangement.
Location No. 1
Name
Business Address
(including Street Address)
Contact Numbers
Agency Arrangement
(check box)

Tel:

Fax:
  Yes

No

Name of Agent

Programme(s) to be offered at
this site

B.

B.1
1.1

CRITERIA FOR ACCREDITATION

Criterion 1 – Establishment, Organisational Focus and Structure
Clearly describe the instrument on the basis of which the institution has been legally established.

[Attach a copy of the certificate of registration and/or other documentation related to its establishment.
Name this attachment as: Annex 1 – Certificate of Registration]
1.2
State the vision, mission and goals of the institution in the space below.
Vision:
Mission:
Goals:

[Attach any documentation or material that articulates the vision, mission and goals of the institution.
Name this attachment as: Annex 2 – Documentation on vision, mission and goals]
1.3

Does the institution have an organisational structure that ensures that structures and arrangements
are in place for the provision of education and training and management of all key aspects of an
educational/training institution?

  Yes
No
[If yes, attach a copy of the organisational chart and an explanation of the relationships and reporting
lines among key positions. Name this attachment as: Annex 3 – Organisational chart and explanation of
relationships]
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1.4

Are the responsibilities of the key positions distinct and specified?
  Yes

No

[If yes, attach documentation containing information on the responsibilities of the key positions shown on
the organisational chart. Name this attachment as: Annex 4 – Documentation on responsibilities of key
positions]
1.5

Briefly describe the institution’s history as an educational/training institution.

1.6

Does the institution have a strategic plan? If so, list its major outputs in the space below.

[Attach a copy of the Strategic Plan. Name this attachment as: Annex 5 – Strategic plan]
B.2
2.1

Criterion 2 – Governance and Management
Does the institution have a legally constituted governing body (e.g. a board/council) to govern the
institution and confer awards? (check box)
  Yes

No

If yes, provide the following information about the governing body.

Title

2.1.1

Name:

2.1.2

Names of members, their designations and highest academic qualifications.

Name (in full)

Designation

Highest Academic
Qualification

[Attach documentation containing information on the terms of reference of the governing body. Name this
attachment as: Annex 6 – Terms of reference of governing body]
2.2

Provide the following information about the Chief Executive Officer or head of the institution:
2.2.1

Name:

2.2.2

Designation:
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2.2.3

Academic Qualifications:

Name of Qualification

2.3

Institution Obtained

Does the institution have a senior management team?
  Yes
2.3.1

Title

Date Obtained

No
If yes, provide information about the members of the senior management team in the
table below:
Name (in full)

Position Held

Academic Qualifications

2.4

Describe the arrangements for the corporate governance (finance and administration) of the
institution.

2.5

Explain the arrangements (including structures and processes) for the academic governance of the
institution.

B.3
3.1

Criterion 3 – Programme Development and Review
Outline the procedures for the development, approval, evaluation and review of the education and
training programmes.

3.2

Is there stakeholder involvement (industrial, professional, technical, academic and
community) in the design, development and review of programmes? If so, describe the
nature of their input.

3.3

How do the outcomes of programme monitoring and review processes contribute to continuous
improvement?

[Attach a copy of the institution’s policy and procedures on the development, approval, evaluation and
review of the education and training programmes. Name this attachment as: Annex 7 – Procedures on
programme development, approval, evaluation and review]
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B.4

Criterion 4 – Learning and Teaching

4.1

Provide information on the programmes of study offered by the institution in the table below.

No.

Programme Name

Entrance
Requirements

Minimum Duration

Delivery Mode

4.2

How does the institution make information available about itself, the programmes and other
services it offers for learners and stakeholders?

4.3

How do the learning and teaching policies ensure the following?

4.3.1

Integration of Information Communications Technology (ICT) to enhance learning and
teaching/training.

		

4.3.2

Application of varied and innovative teaching strategies (including practical and field
work) in the delivery of programmes.

		
4.3.3

Evaluation of the quality of teaching and training delivery in all modes and sites.

		
4.3.4

Administration, conduct and supervision of excursions, field work and practical
attachments.

		
[Attach a copy of the institution’s policy and procedures on learning and teaching. Name this attachment
as: Annex 8 – Policy and procedures on learning and teaching]
B.5

Criterion 5 – Financial Stability

5.1

Does the institution have the financial capacity and viability to sustain quality education/training
programmes and courses? If so, briefly explain in the space below.

[Attach a copy of the institution’s Business Plan including financial forecasts OR audited annual financial
statements, where applicable. Name this attachment as: Annex 9 – Financial Viability Report]
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B.6

Criterion 6 – Staffing

6.1

Is the institution appropriately staffed to ensure that it achieves its mission and goals?
  Yes

6.2

No

Complete the table below to show the number employed in the three listed categories.
Staff Category

No. of Permanent Staff
Members

No. of Contract or Casual Staff
Members

Management/Administration
Academic/Teaching/Training
Support
Total
6.3
No.

1.4

Provide information on the teaching/training staff in the table below:
Name of Staff Member

Academic/Training
Qualification

Level(s) Staff Member
Teaches

Does the institution have policies and processes on selection, recruitment, training,
evaluation, appraisal, promotion and discipline of staff members?

  Yes
No
If yes, briefly explain the provisions in the space below.

[Attach documentation containing the policy and procedures on staff matters. Name this attachment as:
Annex 10 – Policy and procedures on staff matters]
6.5

Explain how the institution disseminates information to staff to ensure their support for its vision,
mission and values.

B.7

Criterion 7 – Learner information and support

7.1

How does the institution disseminate information on admission criteria and requirements,
programme outlines, assessment and completion requirements?

7.2

Briefly explain the processes and procedures on the selection and admission of learners.

[Attach documentation containing processes and procedures on selection and admission of learners.
Name this attachment as: Annex 11 – Procedures on selection and admission]
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7.3

Are there any mechanisms for the provision of support to learners? If yes, please explain.

B.8

Criterion 8 – Physical and Learning Resources

8.1

Comment on the physical location, ambience and their appropriateness in creating an environment
conducive to learning and teaching.

8.2

Provide information on the physical and learning resources in the tables given below:
8.2.1

Information on buildings: Classrooms, Libraries, Theatres, Laboratories etc.

Type of Facility

Number

Max. Seating Capacity

1. Lecture rooms
2. Staff offices

3. Lecture theatres
4. Library
5. Laboratories:[name types below]
(a)
(b)
(c)
6. Workshops: [name types below]
(a)
(b)
(c)

7. Conference rooms
8. Ablution provision
9. Others (please specify)
8.2.2
No.

Information on staff and student facilities
Type of Facility

1

Internet

2

Photocopy

3

Printing

4

Telephone

5

Others: [list below]

8.3

Tick if available for use

Are the physical facilities compliant with the country’s standards for health and safety?
  Yes
No
[If yes, attach documentary evidence. Name this attachment as: Annex 12 – Health and Safety
Certification]

45

8.4

Does the institution have plans/process for the periodic review of existing resources and
acquisition of new resources?
  Yes
No
If yes, briefly describe the plan/process in the space below.

[Attach a copy of the institution’s plan for the review and acquisition of resources. Name this attachment
as: Annex 13 – Resource Acquisition Plan]
B.9 Criterion 9 – Assessment
9.1 Briefly explain the provisions/procedures on the following:
(a) Re-assessments and special assessments

(b) Determining assessment outcomes

(c) Appealing assessment decisions

(d) Progression and programme completion

(e) Unacceptable practices on assessment

9.2

How does the institution ensure that the:
(a) volume, timing, weighting and nature of assessments are appropriate?

(b) requirements for assessment and marking criteria are made accessible to students?
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(c) feedback on assessment is constructive and communicated to learners promptly?

[Attach a copy of the institution’s regulations and policies on assessment. Name this attachment as:
Annex 14 – Regulations and policy on assessment]
B.10 Criterion 10 – Reporting Learner Achievement
10.1 How does the institution report learner achievement? State the means of reporting, nature of
information contained in reports and conditions of reporting?

[Attach a sample of the learner achievement report. Name this attachment as: Annex 15 – Learner
achievement report]
B.11 Criterion 11 – Research
11.1 Does the institution have provisions to promote research and free intellectual inquiry (if
applicable)?
  Yes
If yes:
11.1.1

11.1.2

No
Provide information on the nature of support (systems, structures and funding) available
for the conduct of research.

How do the findings of research inform the development, delivery and assessment
of programmes?

[Attach a copy of the institution’s policy and procedures on research. Name this attachment as: Annex 16
– Policy and procedures on research]
B.12 Criterion 12 – Information Management
12.1

What mechanisms are there for the collection and management of student data?

12.2

Comment on the nature of data collected and maintained by the institution.
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12.3

Do learners have access to their data maintained by the institution? If yes, under what conditions
(if any)?

12.4

Does the result of data analysis contribute towards continuous improvement of the institution and
its programmes? If so, explain how.

B.13 Criterion 13 – Appeals, Grievances and Complaints Resolution
13.1

Does the institution have arrangements and/or policies and procedures for raising grievances and
seeking review of the decisions made by it?
  Yes

No

If yes describe the:
(a)

provisions (nature of grievances that could be filed)

(b)

procedures and requirements for filing grievances

(c)

procedures for resolving grievances

13.2

Indicate what arrangements are there to safeguard the interests of students should there be a
winding up of a programme(s) or the institution.

13.3

Explain the provisions on the refund of fees for withdrawing from courses, programmes and the
institution.

[Attach a copy of the institution’s policy and procedures on grievances and refund of fees. Name this
attachment as: Annex 17 – Policy and procedures on grievances and refund of fees]
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........................................................................................................................................................................
DECLARATION
I, …………………………………………………………,  of ……………………………………………,
              [full name of authorised officer]
                                            [name of the institution]
do solemnly and sincerely declare that the information contained on the preceding pages and attachments
is true and correct, and I make it with the understanding and belief that incorrect information will
invalidate the application and make it null and void.

Signature:

____________________________________

Date:

____________________________________
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Appendix 2: Application for Accreditation
of Institution: Evaluation Template
APPLICATION FOR ACCREDITATION OF INSTITUTION:
EVALUATION TEMPLATE
[FORM IA-02]

[TO BE COMPLETED BY THE EVALUATOR]

NAME OF INSTITUTION:
Instructions to the Evaluator:
The tables below contain outcomes against which an application for the accreditation of an
institution would be evaluated.
For each outcome listed, the relevant annexure number is indicated, if applicable. A tick (√)
indicates that a site visit is necessary. For an outcome that has neither an annexure number nor a
tick, the assessment of the outcome is to be based on data or information supplied by the institution
through the Application Form or, if necessary, from a site visit.
A tick (√) must be placed in the last column for each outcome that has been met. Details of the
evidence provided in support of the outcome must also be added in the ‘Evidence’ column. Detailed
and specific comments, if necessary, must be noted in the table that follows.

A.

Brief Summary of the Application

A.1

History of the Institution

A.2

Governance and Management

A.3

Funding

A.4

Programmes Offered

(Provide a brief history of the institution as a provider of education and training, stating when it
commenced and the changes/developments that happened since commencement)

(Provide information on the governing body, its members and members of the management team)

(Provide information on the source(s) and level(s) of funding)
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(State all the programmes that are offered by the institution)

A.5

Training Sites

A.6

Staffing

A.7

Quality Assurance

B.

Details of Institution

(If there is more than one training site, provide information on their location and state the programmes
that are offered at each site)

(Provide a summary of staffing details, stating the level of qualification and the number of staff members)

(Provide a brief overview of how the processes on programme development and review, teaching and
learning, and assessment are quality assured)

Indicate if the institution has met the outcomes stated below:

No.

Outcome

1

The institution has valid contact details and
physical address.

2

The ‘type of institution’ is appropriate to
the nature of programmes that it offers.

3

The programmes offered at various
locations are clearly spelled out.

4

The institution has a head office on the
premises to provide support for students
and staff.

Relevant
Annex
Number

Site visit to
verify

Evidence

Result (tick
if outcome
met)

√

√

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome Number

Comments
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B.1

Establishment, Organisational Focus and Structure

Indicate if the institution has met the outcomes stated below:
No.

Outcome

Relevant
Annex
Number

1

The institution is constituted and legally
recognised under a law of the country or
equivalent.

2

The institution complies with the relevant
national legislative requirements of
organisations and entities.

3

The institution has clear vision and mission
statements, and goals.

2

4

The mission and goals guide decision-making,
planning, resource allocation and programme
development and delivery.

2

5

The mission and goals reflect a desire to
develop, sustain and improve the delivery and
quality of education and training.

2

6

There is a well-defined and clear
organisational structure.

3

7

The organisational structure is suitable for
the purposes of the institution and for the
provision of quality education.

3

8

The organisational structure reflects the
provision of education and training, and
administrative, financial and support services.

3

9

The organisational structure places people
or groups at appropriate levels to ensure
adequate authority for implementation and
effective line of reporting.

3

10

The key responsibilities of distinct positions
are stated and demarcated.

4

11

The institution has pre-defined and clearly
stated graduate and staff attributes.

12

The historical background of the institution
shows a reputation in the provision of quality
education.

13

The institution’s focus is clearly articulated as
being the delivery of quality higher education.

Site visit to
verify

Evidence

Result (tick
if outcome
met)

1

5

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number
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Comments

B.2

Governance and Management

Indicate if the institution has met the outcomes stated below:

No.

Outcome

1

The institution has a governing
authority that oversees the
responsibilities of all the institution’s
activities.

2

The governing board is lawfully
constituted.

3

The powers and functions of the board
and procedures for the conduct of its
members are clearly specified.

4

The directors of the institution are
sufficiently experienced or qualified for
the governance of the institution.

5

The head of the institution is
appropriately qualified academically
and professionally.

6

There is a management team that is
vested with powers to make decisions,
and is responsible and accountable for
the decisions that it makes.

7

There is an academic committee
or senate for the overall academic
governance of the institution.

8

The institution has appropriate
structures for its corporate governance.

9

The institution’s operations are
governed by its statutes, by-laws or
rules.

10

The various departments/divisions/
faculties are headed by suitably
qualified personnel who have powers
to make decisions independently and
take responsibility and accountability
for the decisions that they make.

Relevant
Annex
Number

Site visit to
verify

Evidence

Result
(tick if
outcome
met)

6

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

Comments
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B.3

Programme Development and Review

Indicate if the institution has met the outcomes stated below:

No.

1

Outcome
There is a policy containing
procedures and guidelines on the
design, development, approval and
review of programmes and courses.

Relevant
Annex
Number

Site visit to
verify

Evidence

Result (tick
if outcome
met)

7

The policy makes provision for the
following:

2

(a) Participation of students, staff
members and stakeholders
(industrial, professional,
technical, academic and
community) in the design,
development, approval and
review of programmes.
(b) Participation of students in the
evaluation of courses on a regular
basis.

7

Outcomes of programme monitoring
and review processes to contribute to
continuous improvement of courses
and programmes.
In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

C.4

Comments

Learning and Teaching

Indicate if the institution has met the outcomes stated below:

No.
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Outcome

1

The institution makes information
available on the programmes and
services that it offers.

2

Only the programmes declared in the
application forms are offered by the
institution.

3

There are policies/procedures on learning
and teaching.

Relevant
Annex
Number

Site visit to
verify

8

√
8

Evidence

Result
(tick if
outcome
met)

The policies/procedures on learning and
teaching have provisions to ensure that:

4

5

(a) learning and teaching activities, and
associated resources, provide every
student with an equal and effective
opportunity to develop their skills
and achieve the intended learning
outcomes.
(b) Information Communications
Technology is integrated to enhance
learning and teaching/training.
(c) varied and innovative teaching
strategies (including practical
and field work) are applied in the
delivery of programmes.
(d) the efficient conduct of workbased and practical attachments/
placements.
(e) the quality of teaching and training
delivery in all modes and sites is
evaluated.
(f) the learning and teaching practices
are informed by reflection,
evaluation and current professional
and industrial practices.
(g) there are structures for the sound
conduct of the processes on learning
and teaching.

8

The institution has a system of assuring
the quality of its programmes and
qualifications.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.5

Comments

Financial Stability

Indicate if the institution has met the outcomes stated below:

No.

Outcome

Relevant
Annex
Number

1

The institution has the financial capacity to
sustain its operations.

9

2

Financial planning is linked to institutional
goals and strategies.

Site visit
to verify

Evidence

Result
(tick if
outcome
met)
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3

The institution has appropriate personnel
and systems to ensure the conduct
and reporting of financial operations
is in accordance with sound financial
management practices.

4

The financial procedures and protocols are
clearly documented.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.6

Comments

Staffing

Indicate if the institution has met the outcomes stated below:

No.

1

There is an academic manager for the
management and administration of the
academic affairs of the institution.

2

The ratio of academic staff members to
students is acceptable.

3

The academic staff members are suitably
qualified.

4

The technical staff members have the
requisite qualifications and industrial
experience.

5

The programmes offered are supported by
an appropriate number and quality of staff
members.

6

7

8
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Outcome

There is a policy on staffing that has
provisions for:
• selection and recruitment;
• professional development and training;
• evaluation and appraisal;
• promotion; and
• discipline.

The policy on staffing is clearly
documented, accessible, fair and is
consistent with the institution’s mission and
goals.
There are rules to govern the behaviour and
conduct of staff members.

Relevant
Annex
Number

10

10

Site visit
to verify

Evidence

Result
(tick if
outcome
met)

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.7

Comments

Learner Information and Support

Indicate if the institution has met the outcomes stated below:

No.

Outcome

1

Information about the institution and its
training provisions is available to the public
at all times.

2

The institution provides an annual calendar
containing information on the criteria for
admission, programme details, processes for
application and admission into programmes
of study and assessment, and completion
requirements.

3

The procedures on selection and admission
are fair, equitable, non-discriminatory and
clearly documented.

4

Selection and admission processes are
conducted in a professional manner by
authorised and competent staff members.

5

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(tick if
outcome
met)

During selection processes, students are
provided with detailed information on:
• how selection, admission and
enrolment processes will be conducted;
• what prospective students would have
to do; and
• dates for changes to programmes and
refund of fees

6

There are procedures and guidelines on
making and recording decisions on selection
and admission, and conveying the same to
prospective students.

7

There are mechanisms for the provision of
support to learners.

8

To enable student development and
achievement, there are practices and systems
that facilitate successful transitions and
academic progression.
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9

Information on the nature and conditions of
learner support is clearly documented and
accessible to the learners.

10

The institution, in partnership with its
student body, defines the responsibilities
and promotes the range of opportunities
for any student to engage in educational
enhancement and quality assurance.

11

There is an environment within which
students and staff members engage
in discussions that aim to bring about
demonstrable enhancement of the
educational experience.

12

There are arrangements for the effective
representation of the collective student voice
at all levels of the organisation, and these
arrangements provide opportunities for all
students to be heard.

13

Student representatives have access to
training and ongoing support to equip
them to fulfil their roles in educational
enhancement and quality assurance,
effectively.

14

The rules and regulations governing the
behaviour and conduct of learners are
clearly documented and accessible to
learners.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.8

Comments

Physical and Learning Resources

Indicate if the institution has met the outcomes stated below:

No.
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Outcome

Relevant
Annex
Number

Site visit
to verify

1

The institution is located in an environment
that is conducive to teaching and learning.

√

2

The location is clear from external
disturbances and noise pollution.

√

3

The classrooms and laboratories are
adequately sized to accommodate students.

√

4

The workspace per learner is appropriate
depending on the course of study.

Evidence

Result
(tick if
outcome
met)

5

The facilities are compliant with the
standards for health and safety.

6

Separate male and female toilets are
adequately provided.

√

7

The provision of electricity, water and
telephone facilities are adequate.

√

8

ICT provision for staff and students is
adequate.

√

9

The resource centre/library is adequately
equipped to support the programmes being
offered.

√

10

The common rooms for learners are
adequate.

√

11

Teaching aids (such as overhead projectors,
boards, multimedia projectors, video and
audio equipment, computer and language
laboratories are) adequately provided.

12

The requisite equipment, tools and materials
including photocopiers are available to meet
the requirements of the programmes.

13

The institution ensures regular upgrading/
maintenance of buildings and equipment.

14

The standard of housekeeping, hygiene,
cleanliness and sanitation is good.

15

The institution is committed to a timely
review and acquisition of resources.

12

√
13

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.9

Comments

Assessment

Indicate if the institution has met the outcomes stated below:

No.

1

Outcome
There are regulations, policies and
procedures to ensure that the standard for
each award of a qualification is rigorously
set and maintained at the appropriate level,
and that student performance is equitably
judged against this standard.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(tick if
outcome
met)

14
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2

The regulations, policies and procedures
on assessment are explicit, fair and contain
provisions for:
• re-assessments and special assessment;
• progression and completion;
• reporting assessment outcomes;
• appealing assessment decisions; and
• dealing with unacceptable practices.

3

There are mechanisms to ensure the
following:
• Assessment tasks are aligned with
learning outcomes/performance criteria.
• Volume, timing and nature of assessment
enable students to demonstrate the extent
to which they have achieved the intended
learning outcomes.
• Weighting, due date and marking criteria
for each assessment are clear and made
available to students.
• Assessment is carried out securely and
in accordance with the principles of
assessment.
• Feedback on continuous assessment is
timely, constructive and developmental
in nature.
• Results of assessments are
communicated to students promptly and
in accordance with stated timescales.

4

The institution has panels, with membership,
procedures, powers and accountability to
approve assessment tools and outcomes.

5

The proceedings of assessment boards and
assessment panels are recorded accurately.

6

The processes for grading assessments and
moderating marks are fair and explicit.

7

The records on assessment are secure and
systematically maintained.

14

14

14

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number
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Comments

B.10 Reporting Learner Achievement

Indicate if the institution has met the outcomes stated below:

No.

1

2

Relevant
Annex
Number

Outcome
There are provisions on the issue of
transcripts and certificates to learners who
have successfully completed a programme
and met all its requirements.

Site visit
to verify

Evidence

Result
(tick if
outcome
met)

15

The transcripts provide information on:
• results obtained;
• grading structure;
• procedure for aggregation of credits;
• conditions for issuance of
qualifications and results upon
completion or partial completion of
programmes; and
• conditions and circumstances for reissuance of qualifications.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.11

Comments

Research

Indicate if the institution has met the outcomes stated below:

No.

Outcome

Relevant
Annex
Number

1

The institution has structures and provisions for
research and free intellectual inquiry.

15

2

Staff members are encouraged to carry out
research.

3

The findings of research are shared among staff
members and inform the development, delivery
and assessment of programmes.

Site visit
to verify

Evidence

Result
(tick if
outcome
met)

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

Comments
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B.12 Information Management

Indicate if the institution has met the outcomes stated below:

No.

1

2

Outcome

Relevant
Annex
Number

There are credible mechanisms for the
collection and management of data on:
• personal details;
• assessment results/outcomes;
• programme completion and progression;
• employability of graduates;
• evaluation of programmes; and
• nature of learning resources.

Site visit
to verify

Evidence

Result
(tick if
outcome
met)

√

Controls are in place to ensure data is kept
secure and confidential at all times.

3

There are conditions governing learners’
access to their records and sharing of data
with stakeholders.

4

Data is being analysed, and the analysis
informs the continuous improvement of the
institution and its provisions.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.13

Comments

Appeals, Grievances and Complaints Resolution

Indicate if the institution has met the outcomes stated below:

No.

Relevant
Annex
Number

1

The institution has a system to deal with
student and staff grievances.

17

2

The procedures and requirements for filing
appeals, complaints and grievances are
explicit and accessible to students and staff
members.

17

3

There is a committee to handle appeals,
grievances and issues of discipline of
students and staff.

17

4
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Outcome

Appeals and complaints procedures are
conducted in a timely and fair manner
and allow for representation by all
parties.

17

Site visit
to verify

Evidence

Result (tick
if outcome
met)

5
6

7

The institution ensures that appropriate
action is taken following an appeal or
complaint.
There is a clear refund policy for students
who reflect equity and transparency.

17

There are reasonable arrangements to
protect student interests in the case of
institutions ceasing to operate as training
institutions.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

C.

Comments

GENERAL COMMENTS AND RECOMMENDATION BY THE EVALUATION PANEL

SUMMARY
The institution, through the information made available, has demonstrated its commitment to the
following [place a tick (√) beside those applicable]:
Good governance

Transparency and accountability
Quality leadership at all levels
Efficient, effective and productive operations
Quality and relevance in educational and training programmes
Sound financial management
Institutional and individual integrity and capability
Professionalism in all aspects of its work
Commitment to serving its clients
Strive for quality, relevance and excellence
Being ethical, just and fair
Encouragement of academic and personal freedom and rights
Culture of dialogue, collaboration and engagement
Information sharing
RECOMMENDATIONS

GENERAL COMMENTS
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Recommendation
(tick (√) appropriate box)

Accredited
Provisionally Accredited
Non-Accredited

Name of Evaluator:

____________________________ Signature:

_______________________________

Name of Evaluator:

__________________________

_______________________________

Date:			_____/______/ 20_________

Date:			_____/______/ 20_________
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Signature:

Appendix 3: Application for Accreditation
of Institution: Site Audit Checklist
APPLICATION FOR ACCREDITATION OF INSTITUTION: SITE AUDIT
CHECKLIST
1.

Documents: The following should be made available for sighting/verification
by the evaluators:

1.1
1.2
1.3
1.4
1.5
1.6

Original OHS Certificate/Letter for each location
Original National Fire Authority Certificate for each location
Original Business Licence for each location
CVs of management staff members
CVs of academic staff members
Certified true copy of academic certificates and transcripts of management staff
members
Certified true copy of academic certificates and transcripts of academic staff
members

1.7

2.
2.1
2.2
2.3
2.4
2.5
2.6
3.
3.1
3.2
3.3
4.
4.1
4.2
4.3

Infrastructure and Environment: The following physical features will be
assessed during the site audit:
Provisions for the physically handicapped people
Provision of separate male and female toilets
Provision of electricity and water
Provision of common room facilities for staff and students
Adequacy of lecture/class rooms, conducive to teaching and learning
Overall ambience
Teaching Aids/Resources: An evaluation of the provisions on the following
will be made during the site audit:
Adequacy of ICT/internet facilities
Resource centre
Library facilities
Meetings/discussions: Meetings/discussions will be held with the following
groups:
Management staff
Academic staff
Students

*The discussions/meetings with staff members and students will attempt to ascertain if:
(a) there is adequate learning and teaching support;
(b) resources are adequate and appropriate; and
(c) there are clear and documented processes on grievances to be filed and resolved.

65

Appendix 4: Application for Accreditation
of Provider Qualification Form
APPLICATION FOR ACCREDITATION OF PROVIDER
QUALIFICATION FORM
[FORM PA-01]

Name of Institution
Accreditation No.
Name of Qualification

APPLICATION CHECKLIST
Completed Application for Accreditation of Programme Form [PA-01]
Joint Partnership Agreement
Component Descriptors or Qualification Document
Documentation on stakeholder involvement
Workplace Attachment Policy
Assessment Plan
Resource acquisition plan
FOR OFFICIAL USE
Application Number:
_________________

__________________ Receiving Officer:

__________________

Comments:

Signature:
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__________________ Date:

_____/_____/20____________

A.

DETAILS OF INSTITUTION

A.1

Institution

Name of Institution
Accreditation Number
Period of Accreditation
Business Name(s)
Postal Address

Business Address

Contact Numbers

Tel:

Fax:

Web Address (if any)
Email Address (institutional)

A.2

Authorised Contact Person

Name
Position
Postal Address

Contact Numbers

Tel:

Mobile:

Fax:
Email Address
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B.

PROGRAMME DETAILS

1.

Provide the following information about the programme

Name of Programme
Subject Area
Level
Credit
Minimum Duration

Credit Profile:
(Levels of learning outcomes and their respective credits)
Level

No. of Credits

10
9
8
7
6
5
4
3
2
1
Total

2.

Is the programme offered in partnership with another organisation(s)?
Yes

No

If yes:
(a)

What is the name(s) of the joint awarding partner(s)?

(b)

Please indicate who will be responsible for each of the following functions:

Registration of Candidates
Approval of Delivery sites
Production of Assessment Guide
External Verification and Quality Assurance
Certification of Qualifications

[Attach a copy of the joint partnership agreement: Name this attachment as: Annex 1 – Joint Partnership
Agreement]
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C.

CRITERIA FOR ACCREDITATION

C.1

Criterion 1 – Purpose, Outcomes and Admission Requirements

State the purpose, outcomes and requirements for admission into the programme.
1.1

Purpose:

1.2

Outcomes:

1.3

Admission Requirements:

1.4

Are there any provisions for recognition of prior learning?
Yes

No

If yes, explain the provisions and the associated processes.

C.2

Criterion 2 – Components, Learning Outcomes, Level and Credit

This criterion consists of 2 parts. Complete Part A if the qualification consists of components,
and the learning outcomes are classified under the components. If there are no components and
the qualification consists of a combination of learning outcomes only, complete Part B.
PART A:
1.1

In the tables below, provide the following information for each component and the
learning outcomes that it constitutes of:

Component 1:
Name
Level

Credit Value

Duration

Delivery Mode

Name of
Developer

Date of Review
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Purpose:

Co- and Pre-requisites:

LEARNING OUTCOMES
ID
No.

Name

Level

Credit

Component 2:
Name
Level

Credit Value

Duration

Delivery Mode

Name of Developer

Date of Review

Purpose:

Co- and Pre-requisites:

LEARNING OUTCOMES
ID
No.

Name

Level

Credit

[Attach a copy of the descriptor of each component of the programme: Name this attachment as: Annex
2 – Component Descriptors]
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PART B:
2.1

In the table below, provide information on the learning outcomes and their levels and credits.
LEARNING OUTCOMES
ID No.

Name

Level

Credit

[Attach a copy of the qualification document: Name this attachment as: Annex 2 – Qualification
Document]

C.3

Criterion 3 – Programme Design, Approval and Review

3.1

Describe the procedures on the development and approval of the programme.

3.2

Was there stakeholder involvement in the development and approval of the programme?
Yes

No

If yes, identify the stakeholders, their role and interest

[Provide evidence of stakeholder involvement as an attachment. Name this attachment as: Annex 3 –
Documentation on stakeholder involvement]

3.3

No.

Provide the following details pertaining to the development and approval of the
programme:
Question

a.

Name of the organisation responsible for developing the
programme

b.

When was the structure(s) of the programme approved?  

c.

When was the programme approved?

d.

Who approved the programme?

3.4

Response

Discuss the strategy (processes, participants, and timing) on the regular monitoring,
evaluation and review of the programme and its components.
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3.5

C.4
4.1

What transitory arrangements are in place to safeguard the interests of learners should
there be a winding up of the programme or its amendment following a review?

Criterion 4 – Delivery and Learning Methods
State the delivery site(s) and mode(s)?

Delivery Site

Delivery Modes (tick where appropriate)

1.

Face-to-face
Distance
Blended (combination of face-to-face and distance)
Other …………………………………………………

2.

Face-to-face  
Distance
Blended (combination of face-to-face and distance)
Other …………………………………………………

4.2

Are there any practical, field or work-based components based away from delivery
site(s)?
Yes

4.3

No

Does the institution have a Workplace Attachment Policy to ensure the efficient conduct
and administration of the practical or work-place based training?
Yes

No

[If yes, attach a copy of the policy on workplace attachment: Name this attachment as: Annex
4 – -Workplace Attachment Policy]

4.4

Indicate (by placing a tick (√) if yes and cross (X) if no) if the Workplace Attachment
Policy makes arrangements/provisions on the following:
Selection of an appropriate workplace
Selection of a suitably qualified workplace supervisor
Provision of feedback to learners from workplace supervisors/assessors
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Clarification of specific roles and responsibilities of learners, workplace supervisors and
trainers in the duration of the attachment
Identification of personnel responsible for coordinating, carrying out and reporting
assessment, moderation and evaluation of practical work-based components
Work rotation to enable the learner to be exposed to all aspects of the job
Safety and welfare of learners in the duration of the attachment
(Comment on cultural, emotional and physical risk management)
C.5
5.1

Criterion 5 – Assessment and Moderation
In the template provided, provide an assessment plan for each component.
[Attach a copy of assessment plan. Name this attachment as: Annex 5 – Assessment Plan]

5.2

5.3

Describe the arrangements on the quality assurance of the following:
5.2.1

Development of assessment strategy, items and tools

5.2.2

Administration of assessment

5.2.3

Grading and determination of assessment outcomes

(This refers to the processes applied and the personnel involved in the selection of
an assessment strategy and the development, vetting, moderation and approval of
assessment items)

(This refers to the selection of personnel involved in the construction of the tests,
supervision of candidates during the actual test and the scoring of scripts)

(This refers to the processes and personnel involved in (at various levels) the
determination of assessment outcomes and results)

Does the institution have an Assessment and Moderation Policy to ensure the fair and
efficient conduct and administration of assessment activities?
Yes

No

[If yes, attach a copy of the policy on assessment and moderation: Name this attachment as:
Annex 6 – Assessment and Moderation Policy]
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5.4

Indicate (by placing a tick (√) if yes and cross (X) if no) if the Assessment and Moderation
Policy makes arrangements/provisions on the following:
Pre- and post-assessment meetings with learners.
Re-assessments, special assessments and dealing with impaired performance where learners
cannot complete an assessment because of circumstances beyond their control.
Appeals and review of assessment decisions.

5.5

Describe how the learners would be provided with regular feedback on progress and final
achievement (comment on the means and frequency of feedback).

5.6

Explain the internal and external moderation policy and procedures.

C.6

Criterion 6 – Resources

6.1

What is the teacher to learner ratio for the programme for the stated delivery modes?

6.2

Provide information on the staff members involved in the teaching/training of the
programme.

No.

6.3
No.

Name of Staff Member

Qualifications (Professional
and Technical)

Experience

In the table below, provide information all teaching and learning resources that support
the delivery of the programme.
Name of Resource

Quantity

Remarks on Condition
(Operational/Faulty)

[For items not yet purchased, attach an acquisition plan. Name this attachment: Annex 6 – Resource
acquisition plan]

6.4
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List all support/guidance systems accessible to learners for the programme.

C.7

Criterion 7 – Completion Requirements

7.1

What are the core courses and electives (if any) for the programme?

7.2

State the requirements for the completion of the programme, including: maximum and
minimum periods of time (if any); minimum attendance and coursework requirements
and progression requirements.

7.3

Specify the grading system and structure.

7.4

Provide an overview of any progression opportunities from the proposed programme to
other programmes.

DECLARATION
I, ____________________________________________________, of ____________________
______________________________________,
[full name of authorised officer]
			[name of the institution]
do solemnly and sincerely declare that the information contained on the preceding pages and
attachments is true and correct, and I make it with the understanding and belief that incorrect
information will invalidate the application and make it null and void.

Signature:

____________________________________

Date:

__________________________________
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ASSESSMENT PLAN TEMPLATE
NAME OF QUALIFICATION:

____________________________________________

NAME OF COMPONENT:

____________________________________________

1.

Provide the following information in respect of the assessment of the component:

No.
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Learning
Outcome

Assessment
Methodologies

Assessment
Task

Date

2.

When and who approved the assessment strategy?

3.

For this component, describe the following:

Weighting

Pre-assessment
moderation

Post-assessment
moderation

a)

Completion rules, including any special requirements that need to be met

b)

Grading system for recognition of various levels of performance

Appendix 5: Application for Accreditation
of Provider Qualification: Evaluation
Template
APPLICATION FOR ACCREDITATION OF PROVIDER
QUALIFICATION: EVALUATION TEMPLATE
[FORM PA-02]

[TO BE COMPLETED BY THE EVALUATOR]

Instructions to the Evaluator

The tables below contain outcomes against which an application for the accreditation of a
qualification would be evaluated.
For each outcome listed, the relevant annexure number is indicated, if applicable. A tick (√) indicates
that a site visit is necessary. For an outcome that has neither an annexure number nor a tick, the
assessment of the outcome is to be based on data or information supplied by the institution through the
Application Form or, if necessary, from a site visit.
A tick (√) must be placed in the last column for each outcome that has been met. Details of the
evidence provided in support of the outcome must also be added in the ‘Evidence’ column. Detailed
and specific comments, if necessary, must be noted in the table that follows the outcomes.
Name of Institution
Name of Qualification
Qualification Level

A.

No. of Credits

Details of Institution

Indicate if the institution has met the outcomes stated below:

No.

Outcome

1

The name of institution is clearly specified.

2

The institution has been accredited as a postsecondary education and training provider.

3

The name and contact details of the
authorised officer are provided.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result (tick
if outcome
met)

√

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

Comments
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B.

Programme Details

Indicate if the institution has met the outcomes stated below:

No.

Outcome

1

The title is concise, distinctive, appropriate
and indicative of the content.

2

The title includes a classification category (or
subject).

3

The total number of credits is shown.

4

The total credit is the aggregate of the credits
of the components stated in whole numbers
only.

5

The credits are shown for each level.

6

The length of the qualification is clearly
defined and is appropriate.

7

The qualification level complies with the
‘relevant qualification definitions and
credit profile’.

8

9

Relevant
Annex
Number

Site visit
to verify

Evidence

Result (tick
if outcome
met)

√

√

For a qualification offered in partnership with
another organisation, the name of the Joint
Awarding Partner is given.

1

The organisation(s) responsible for the
following functions are clearly specified:
(a) Registration of candidates.
(b) Approval of delivery sites.
(c) Production of assessment guide.
(d) External verification and quality
assurance.
(e) Certification of qualifications.

1

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number
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Comments

B.1

Purpose, Outcomes and Admission Requirements

Indicate if the institution has met the outcomes stated below:

No.

Outcome

1

The purpose statement addresses the
following questions:
(a) Who would the target learners be?
(b) Why should learners study the
qualification?
(c) What industry needs would be
met?
(d) How the industry needs would be
met?

2

The outcome statement reflects the level
assigned.

3

4

5

6

7
8

9

Relevant
Annex
Number

Site visit
to verify

Evidence

Result ( tick
if outcome
met)

The outcome statement describes what a
holder of the qualification is expected to
achieve in relation to the application of
knowledge, skills and learning outcomes.
The outcome statement is aligned with
a unique level on the qualifications
framework and its level descriptors.

The entry and selection criteria and
requirements (including co-requisite
and/or pre-requisite requirements) are
fair, reasonable and clearly stated.
There are provisions for cross credits,
credit transfer and recognition of prior
learning.

There are provisions for industry experts to
be engaged in the assessment of RPL.
Entry restrictions, if any, and their
reasons are clearly stated and nondiscriminatory.

Registration or licensing requirements, if
applicable, are stated.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

Comments
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B.2

Components, Learning Outcomes, Level and Credit

Indicate if the institution has met the outcomes stated below:

No.

Outcome

Relevant
Annex
Number

1

The components that make up the
qualification are stated.

2

2

The components are appropriate for the
level, type, credit value and outcomes of
the qualification.

2

The components and learning outcomes
constitute a coherent programme whose
purpose meets the outcome of the
qualification.

2

The levels of the components are
appropriate in terms of the complexity of
the learning outcomes and the volume of
learning.

2

The purpose statement of the component is
appropriate and aligned with the purpose of
the qualification.

2

6

The co- and pre-requisites are clearly stated
and reasonable for the nature and level of the
component.

2

7

The learning outcomes for each component
are measureable.

2

8

The levels and credits of all learning
outcomes are stated.

2

9

The total credit of each component is the
aggregate of the credits of its learning
outcomes stated in whole numbers only.

2

3

4

5

Site visit
to verify

Evidence

Result (tick
if outcome
met)

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number
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Comments

B.3

Programme Design, Approval and Review

Indicate if the institution has met the outcomes stated below:

No.

Outcome

1

Appropriate procedures were followed
in the development and approval of the
programme.

2

There is evidence of stakeholder
involvement in the development and
approval of the programme.

3

Details of stakeholder involvement in
the development and approval of the
qualification are provided.

4

There is a reliable and valid process for the
regular monitoring, evaluation and review
of the qualification and its components.

5

Reviewed qualifications or components
have adequate transition arrangements in
place to protect learner interests.

6

Learners enrolled in the programme will
not be disadvantaged by the outcome of the
review.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result (tick
if outcome
met)

3

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.4

Comments

Delivery and Learning Methods

Indicate if the institution has met the outcomes stated below:

No.

Outcome

1

The delivery mode(s) for each site is/are
stated.

2

The delivery and learning methods
are appropriate to the nature of the
qualification, the learning outcomes and the
prospective learners.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(tick if
outcome
met)

81

4

4

The policy/procedures on workplace
attachment have provisions/arrangements
for the following:
(a) Selection of an appropriate workplace.
(b) Selection of a suitably qualified
workplace supervisor.
(c) Provision of feedback to learners from
workplace supervisors/assessors.
(d) Clarification of specific roles and
responsibilities of learners, workplace
supervisors and trainers in the duration
of the attachment.
(e) Identification of the personnel
responsible for coordinating, carrying
out and reporting assessment,
moderation and evaluation of practical
work-based components.
(f) Job rotation to enable the learner to be
exposed to all aspects of the job.
Safety and welfare of learners in the
duration of the attachment.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.5

Comments

Assessment and Moderation

Indicate if the institution has met the outcomes stated below:

No.
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Outcome

Relevant
Annex
Number

1

The assessment plan(s) are outlined and
practicable in terms of resources, personnel
and timeliness.

5

2

Assessment methodologies are stated and
compatible with the nature of qualification
and learning outcomes.

5

3

There are assessment activities for all
components and learning outcomes.

5

4

The assessment tasks are aligned with
learning outcomes.

5

5

The assessment activities are scheduled
sporadically in the duration of the
qualification.

5

Site visit
to verify

Evidence

Result (tick
if outcome
met)

6

The volume and weighting of assessment
tasks is appropriate and made known to
learners.

5

7

The pre-assessment meetings discuss learner
preparation, assessment methodology and
assessment requirements.

5

8

The post-assessment meetings discuss
learner achievement and provisions for reassessment and appeals.

5

9

There are reasonable provisions on the
quality assurance of the:
(a) development and approval of
assessment items and tools;
(b) administration of assessment; and
(c) grading and determination of
assessment outcomes.

10

There is a system for the provision of regular
feedback to learners on their progress and
final achievement.

11

Feedback on continuous assessment is
timely, constructive and developmental in
nature.

12

The grading system for the recognition of
various levels of performance is fair and
clearly documented.

13

There are provisions for re-assessment,
special assessment, dealing with impaired
performance and appealing assessment
decisions.

14

The conditions and requirements for reassessment, special assessment, dealing
with impaired performance and appealing
assessment decisions are fair and reasonable.

15

There are provisions for assessment appeal
applications to be processed fairly and
objectively.

16

For moderation:
(a) there is a valid, reliable and well
documented plan;
(b) the criteria are clear, transparent
and accessible to learners; and
(c) there is a transparent process for the
appointment of a suitably qualified
moderator.

5

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome Number

Comments
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B.6

Resources

Indicate if the institution has met the outcomes stated below:
No.

Outcome

1

The teacher to learner ratio for the
qualification for the stated delivery mode(s) is
acceptable.

2

There is an adequate number of suitably
qualified and/or experienced staff members to
deliver the qualification.

3

There is a sufficient level of teaching and
learning resources.

4

There is a detailed and acceptable acquisition
plan for the replacement of existing resources
and acquisition of new resources.

5

Support and guidance systems accessible to
learners for the qualification are suitable and
sufficient.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result (tick
if outcome
met)

6

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.7

Comments

Completion Requirements

Indicate if the institution has met the outcomes stated below:

No.
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Outcome

1

The core courses and electives are
appropriate and clearly documented.

2

The requirements on duration, attendance,
assessment, progression and any other
special requirements are reasonable and
clearly documented.

3

There are provisions to inform learners
about the requirements on duration,
attendance, continuous assessment,
progression and any other special
requirements.

4

The grading system and structure for
the qualification are defined and clearly
documented.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result (tick
if outcome
met)

5

Progression pathways are provided
from the proposed qualification to other
qualification(s).

6

The range of cross credits and special
requirements for admission into the
programme are clearly stated.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome Number

Comments

C.
GENERAL COMMENTS AND RECOMMENDATION BY THE EVALUATION
PANEL
GENERAL COMMENTS

RECOMMENDATIONS

Recommendation
(tick (√) appropriate box)

Accredited
Provisionally Accredited
Non Accredited

Name of Evaluator:

____________________________ Signature:

_______________________________

Name of Evaluator:

____________________________ Signature:

_______________________________

Date:			_____/______/ 20______

Date:			_____/______/ 20______
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Appendix 6: Application for Accreditation
of Regional Qualification Form
APPLICATION FOR ACCREDITATION OF REGIONAL
QUALIFICATION FORM
[FORM PA-03]

Name of Organisation
Name of Qualification
APPLICATION CHECKLIST
   Completed Application for Accreditation of Qualification Form [PA-03]
   Legal Registration Certificate
   Qualification Document OR Component Descriptors
   Documentation on Stakeholder Involvement and Support
   Documentation on Qualification Approval
FOR OFFICIAL USE
Application Number: __________________ Receiving Officer: _______________________________
Comments:

Signature:
__________________
_____/_____/20____________

Date:

Decision and Reasons:
Decision

Accreditation/Provisional Accreditation/Declined

Reason(s)

Signature: __________________
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Date: _____/_____/20____________

A.
A.1

DETAILS OF ORGANISATION
Organisational Contact Details

Name of Organisation
Business Name(s)

Postal Address

Business Address

Contact Numbers

Tel:

Fax:

Web Address (if any)
Email Address (institutional)
A.2

Organisational Establishment Details

Date of Establishment
Legal Registration Details

Nature of Registration:
Registration Number:
   Regional

Type of Organisation
(Place a tick in the
appropriate box)

Government Department
NGO
   Religious Organisation
   Community Group
   Other (please state)

Brief History of the
Organisation
Organisation’s experience as
a training provider
Core Business
Vision
Mission
Goals
Owners/Directors of
Organisation
[Attach a copy of the Legal Registration Certificate OR equivalent: Name this attachment as: Annex 1 –
Registration Certificate]
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A.3

Authorised Contact Person

Name
Position

Postal Address

Contact Numbers

Tel:

Mobile:

Fax:

Email Address

B.

QUALIFICATION DETAILS

1.

Provide the following information about the qualification

Name of Qualification
Subject Area
Level
Credit
Minimum Duration
Credit Profile:
(Levels of learning outcomes and their respective credits)
Level
10
9
8
7
6
5
4
3
2
1
Total
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No. of Credits

C.
C.1

CRITERIA FOR ACCREDITATION
Criterion 1 – Purpose and Outcomes

State the purpose and outcomes of the qualification.
1.1

Purpose:

1.2

Qualification Outcome(s):

C.2

Criterion 2 – Components, Learning Outcomes, Level and Credit

This criterion consists of 2 parts. Complete Part A if the qualification consists of components, and the
learning outcomes are classified under the components. If there are no components and the qualification
consists of a combination of learning outcomes only, complete Part B.
PART A:
2.1
In the tables below, provide the following information for each component and the learning
outcomes that it constitutes of:
Component 1:
Name
Level

Credit Value

Duration

Delivery Mode

Name of Developer

Date of Review

Purpose:

Co- and Pre-requisites:

LEARNING OUTCOMES
ID No.

Name

Level

Credit

Component 2:
Name
Level

Credit Value

Duration

Delivery Mode
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Name of Developer

Date of Review

Purpose:

Co- and Pre-requisites:

LEARNING OUTCOMES
ID No.

Name

Level

Credit

[Attach a copy of the descriptor of each component of the programme: Name this attachment as: Annex
2 – Component Descriptors]
PART B:
2.1

In the table below, provide information on the learning outcomes and their levels and credits.

LEARNING OUTCOMES
ID No.

Name

Level

Credit

[Attach a copy of the qualification document: Name this attachment as: Annex 2 – Qualification
Document]
C.3

Criterion 3 – Qualification Design, Approval and Review

3.1

Describe the procedures on the development and approval of the qualification.

3.2

Identify the stakeholders who were involved in the development and approval of the qualification,
and state their interests and roles.

[Provide evidence of stakeholder involvement and support as an attachment. Name this attachment as:
Annex 3 – Documentation on stakeholder involvement and support]
3.3
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Provide the following details pertaining to the approval of the qualification:

No.

Question

a.

When was the structure(s) of the qualification approved?

b.

When was the qualification approved?

c.

Who approved the qualification?

Response

[Provide evidence on the approval of the qualification. Name this attachment as: Annex 4 –
Documentation on Qualification Approval]
3.4

State the strategy (processes, participants, and timing) on the periodic review of the qualification
and its components.

C.4

Criterion 4 – Resource Requirements for Qualification Delivery

4.1

What is the teacher to learner ratio for the qualification for the stated delivery modes?

4.2

What qualifications and experience are required of staff members involved in the delivery of the
qualification?

4.3

In the table below, provide information on all teaching and learning resources that are required for
the delivery of the qualification.

No.

Name of Resource

Remarks on Availability
(Required/Preferable)

4.4

Provide information on support/guidance systems that will assist learners in the qualification.

C.5

Criterion 5 – Completion Requirements

5.1

What are the core courses and electives (if any) in the qualification?
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5.2

What are the requirements for satisfactory completion of the qualification?

5.3

Provide an overview of any progression opportunities from the proposed qualification to other
qualifications.

DECLARATION
I, _________________________________________________, of____________________________,
[full name of authorised officer]			
[name of organisation]
do solemnly and sincerely declare that the information contained on the preceding pages and attachments
is true and correct, and I make it with the understanding and belief that incorrect information will
invalidate the application and make it null and void.

Signature:
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____________________________________

Appendix 7: Application for Accreditation
of Regional Qualification: Evaluation
Template
APPLICATION FOR ACCREDITATION OF REGIONAL
QUALIFICATION: EVALUATION REPORT TEMPLATE
[FORM PA-06]

[TO BE COMPLETED BY THE EVALUATOR]

Name of Organisation
Name of Qualification
Qualification Level

No. of Credits

Instructions to the Evaluator
The tables below contain outcomes against which an application for the accreditation of a regional
qualification would be evaluated.
For each outcome listed, the relevant annexure number is indicated, if applicable. A tick (√) indicates
that a site visit is necessary. For an outcome that has neither an annexure number nor a tick, the
assessment of the outcome is to be based on data or information supplied by the institution through the
Application Form or, if necessary, from a site visit.
A tick (√) must be placed in the last column for each outcome that has been met. Details of the evidence
provided in support of the outcome must also be added in the ‘Evidence’ column. Detailed and specific
comments, if necessary, must be noted in the table that follows the outcomes.

A.

Details of Organisation

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The organisation has valid contact details
and physical address.

2

The organisation is legally constituted and
recognised under a law of the country or
equivalent.

3

The type or nature of the organisation is
specified.

4

The organisation has clear vision and
mission statements, and goals.

5

Information on the owners/directors of the
organisation is made available.

6

The history of the organisation has been
clearly documented.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

√
1
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7

The organisation has been associated with
the provision of education and training.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.

Comments

Details of Qualification

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The title is concise, distinctive, appropriate
and indicative of the content.

2

The qualification has been correctly
associated with a subject area.

3

The duration of the qualification is clearly
defined and is appropriate.

4

The qualification level complies with the
‘relevant qualification definitions and credit
profile’.

5

The credit profile shows the various levels at
which the learning outcomes are pitched and
their respective credits.

6

The total number of credits is shown.

7

The total credit is the aggregate of the credits
of the components stated in whole numbers
only.

8

The qualification document contains the
required information about the qualification.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

2

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

94

Comments

B.1

Purpose and Outcomes

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The purpose statement addresses the
following questions:
(a) Who would the target learners be?
(b) Why should learners study the
qualification?
(c) What industry needs would be met?
(d) How the industry needs would be
met?

2

The outcome statement reflects the relevant
level descriptor of the PQF.

3

The outcome statement describes what a
holder of the qualification is expected to
achieve in relation to the application of
knowledge, skills and learning outcomes

4

Relevant
Annex
Number

Site visit
to verify

Evidence

Result ( Tick
if outcome
met)

The outcome statement is aligned with a
unique level on the qualifications framework
and its level descriptors.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome Number

B.2

Comments

Components, Learning Outcomes, Level and Credit

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The components that make up the
qualification are stated.

2

The components are appropriate for the
level, type, credit value and outcomes of the
qualification.

3

The components and learning outcomes
constitute a coherent programme whose
purpose meets the outcome of the
qualification.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)
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4

The levels of the components are
appropriate in terms of the complexity of
the learning outcomes and the volume of
learning.

5

The purpose statement of the component is
appropriate and aligned with the purpose of
the qualification.

6

The co- and pre-requisites are clearly stated
and reasonable for the nature and level of
the component.

7

The requirements for the completion of
the component are reasonable and clearly
documented.

8

The learning outcomes for each component
are measureable.

9

The levels and credits of all learning
outcomes are appropriate and clearly stated.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.3

Comments

Qualification Design, Approval and Review

Indicate if the Outcomes stated below have been met:

No.

96

Outcome

Relevant
Annex
Number

1

Appropriate procedures were followed
in the development and approval of the
qualification.

2

There is evidence of stakeholder
involvement in the development and
approval of the qualification.

4 and 5

3

Details of stakeholder involvement in
the development and approval of the
qualification are provided.

4 and 5

4

There is a relevant and effective strategy on
the periodic review of the qualification and
its components.

5

The strategy identifies the timeline and
personnel responsible for the review
process.

6

The organisation has a quality management
system that covers all its operations,
including the periodic review process.

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.4

Comments

Resource Requirements for Qualification Delivery

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The teacher to learner ratio for the
qualification for the stated delivery mode(s)
is reasonable.

2

The qualification(s) and experience required
of staff members to deliver the qualification
are clearly stated.

3

The qualification(s) and experience identified
constitute an appropriate skill set for the
trainers of the qualification.

4

The list of teaching and learning resources is
necessary and sufficient for the delivery of
the qualification.

5

The support and guidance systems identified
are sufficient and will assist learners in the
qualification.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

4

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.5

Comments

Completion Requirements

Indicate if the Outcomes stated below have been met:
Relevant
Annex
Number

No.

Outcome

1

The core courses and electives are appropriate
and clearly documented.

5

2

The requirements for completion are
reasonable and clearly documented.

5

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)
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3

Progression pathways are provided
from the proposed qualification to other
qualification(s).

5

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

C.

Comments

GENERAL COMMENTS AND RECOMMENDATION OF THE EVALUATION PANEL

GENERAL COMMENTS

RECOMMENDATIONS

Recommendation
(tick (√) appropriate box)

Non Accredited

Name of Evaluator:

____________________________ Signature:

_______________________________

Name of Evaluator:

____________________________ Signature:

_______________________________

Date:			_____/______/ 20______
Date:			_____/______/ 20______
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Accredited

Appendix 8: Application to Deliver a
Regional Qualification Form
APPLICATION TO DELIVER A REGIONAL QUALIFICATION
FORM
[FORM PA-04]

Name of Training Provider/
Organisation
Name of Qualification to be
delivered
APPLICATION CHECKLIST
  Accreditation certificate
  Legal registration certificate
  Organisational chart
  Financial viability report
  Grievance procedures
  Workplace attachment policy
  Assessment plan
  Policy and procedures on assessment and moderation
  Resource acquisition plan
  Health and safety certification
  Documentation on endorsement by regional industry association or professional association
FOR OFFICIAL USE
Application Number: __________________Receiving Officer: ______________________________
Comments:

Signature: __________________

Date:

_____/_____/20____________
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A.
A.1

DETAILS OF PROVIDER/ORGANISATION
Name and Contact Details

Name of Provider/Organisation

National Institute of Technology

Business Name(s)

National Institute of Technology
P O Box 254
Government Buildings

Postal Address

Suva
Fiji
Lot 4 Waimanu Road
Suva

Business Address

Fiji

Contact Numbers

Tel: (679) 3378545

Web Address (if any)

www.nit.ac.fj

Email Address (organisational)

training@nit.ac.fj

A.2

Fax: (679) 3378505

Authorised Contact Person

Name

Alvin Goundar

Position

Programme Coordinator
Lot 4 Waimanu Road
Suva

Postal Address

Fiji
Tel: (679) 3313799

Contact Numbers

Fax: (679) 3313709

Email Address
A.3

Mobile: 9905765

agoundar@nit.ac.fj

Accreditation Status

Is the organisation/provider accredited/registered as a training provider in its home country by the
national accrediting agency?

Yes

No

If yes, provide the following information pertaining to its accreditation and proceed to Section C:
Accreditation/Registration Number
Name of Accrediting/Registering Agency
Period of Accreditation/Registration
Conditions of Accreditation/Registration (if
any)
[Attach a copy of the Accreditation Certificate. Name this attachment as: Annex 1 – Accreditation
Certificate]
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B.

ORGANISATIONAL ESTABLISHMENT DETAILS

(To be completed by non-accredited training providers only)

B.1.

Organisational details:

Date of Establishment
Legal Registration Details

Nature of Registration:
Registration Number:

Core Business
Vision
Mission
Goals
Owners/Directors of
Organisation
[Attach a copy of the Legal Registration Certificate OR equivalent. Name this attachment as: Annex 2 –
Legal Registration Certificate]
B.2

Briefly describe the provider’s/organisation’s history, including information on any training that it
has provided or is providing.

B.3

Does the provider/organisation have a strategic plan that has outputs and goals on education or
training?

Yes

No

If yes, list outputs and goals on education and training provision.

B.4

Does the provider/organisation have a training department/division?

Yes

No

If yes, provide the following information about the department/division and its head:
Name of Department
Name of Head of Department (HOD)
Academic Qualifications of HOD
[Attach a copy of the organisational chart showing the: positions in the department/division, reporting
lines and the placement of the department within the entire organisation: Name this attachment as:
Annex 3 – Organisational Chart]
B.5

Explain the arrangements (including structures and processes) to quality assure the delivery of the
qualification by the provider/organisation.
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B.6

Does the provider/organisation have the financial capacity and viability to sustain quality delivery
of the qualification?

Yes

No

If yes, provide information on the sources and level of funding (including amounts of fees charged,
if applicable).

[Attach a copy of the provider’s/organisation’s budget OR financial forecast that clearly shows the
amount that has been allocated for training and the projected revenue and their sources. Name this
attachment as: Annex 4 – Financial Viability Report]
B.7 Does the provider/organisation have arrangements and procedures for the following?
							Yes			No
			
a) students seeking refunds		
			
b) raising grievances 			
c) seeking review of the decisions made by it on training delivery, assessment and other
			
associated processes? 			
If yes, provide details on the procedures and conditions for making and processing
applications.

[Attach documentation on grievances and appeals. Name this attachment as: Annex 5 –
Grievance Procedures]
B.8

Does the organisation/institution disseminate information on the: features of the qualification,
admission criteria and requirements; processes and procedures on selection and recruitment; and
learner progress and achievement?

Yes

No

If yes, explain how it is done.

B.9

What mechanisms are there for the collection and management of student data? Comment on
nature of data collected and the means for storage.

B.10 What transitory arrangements are in place to safeguard the interests of learners should there be a
winding up of the training programme or the provider/organisation?
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C.

QUALIFICATION DETAILS

C.1

Provide the following information pertaining to the qualification that you intend to deliver:
Qualification Summary:

Name of Qualification
Subject Area
Level
Credit
C.2
Selection and Admission Requirements (also state co-requisites, pre-requisites and any entry
restrictions if any)

C.3

In the table below, provide information on the learning outcomes and their levels and credits
LEARNING OUTCOMES

ID Name
No.

Level

Credit

[Add additional tables if you need more space]

D.

CRITERIA FOR QUALIFICATION DELIVERY

D.1

Criterion 1 – Delivery and Learning Methods
(Teaching and learning approach must be appropriate to meet learning outcomes and
arrangements for any practical and workplace requirements are appropriately negotiated with
employers (or organisations) to meet these requirements)

1.1

State the delivery site(s) and mode(s)
Delivery Site

1

Delivery Modes

Tick where
appropriate

Face-to-face
Distance
Blended (combination of face-to-face and distance)
Other …………………………………………………
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2

Face-to-face  
Distance
Blended (combination of face-to-face and distance)
Other
…………………………………………………………..

1.2
Are there any practical, field or work-based components undertaken away from the usual
delivery site(s)?

Yes

No

Indicate (by putting a tick (√) if yes and cross (X) if no) if the workplace attachment policy makes
arrangements/provisions on the following:
   Selection of an appropriate workplace
   Selection of a suitably qualified workplace supervisor
   Provision of feedback to learners from workplace supervisors/assessors
   Clarification of specific roles and responsibilities of learners, workplace supervisors and trainers in
the duration of the attachment
   Identification of Personnel responsible for coordinating, carrying out and reporting assessment,
moderation and evaluation of practical work-based components
   Work rotation to enable the learner to be exposed to all aspects of the job
   Safety and welfare of learners in the duration of the attachment
(Comment on cultural, emotional and physical risk management)
[Attach a copy of the policy on workplace attachment: Name this attachment as:
Annex 6 – Workplace Attachment Policy]
D.2

Criterion 2 – Assessment and Moderation
(Assessment schedule and moderation processes should be appropriate for the programme and its
delivery)

2.1

In the template provided, provide an assessment plan for each component.
[Attach a copy of assessment plan. Name this attachment as: Annex 7 – Assessment Plan]

2.2
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Describe the arrangements on the quality assurance of the following:
2.2.1

Development of assessment strategy, items and tools
(This refers to the processes applied and the personnel involved in the selection of
an assessment strategy and the development, vetting, moderation and approval of
assessment items)

2.2.2

Administration of assessment
(This refers to the selection of personnel involved in the construction of the tests,
supervision of candidates during the actual test and the scoring of scripts)

2.2.3

Grading and determination of assessment outcomes
(This refers to the processes and personnel involved in (at various levels) the
determination of assessment outcomes and results)

a.3 Indicate if the Assessment and Moderation Policy has provision for the following:
   Pre- and post-assessment meetings with learners.

   Re-assessments, special assessments and dealing with impaired performance where learners
cannot complete an assessment because of circumstances beyond their control.
   Appeals and review of assessment decisions.
2.4

Describe how the learners would be provided with regular feedback on progress and final
achievement (comment on the means and frequency of feedback).

2.5

Explain the internal and external moderation procedures.

[Attach a copy of the policy and/or procedures on Assessment and Moderation: Name this attachment as:
Annex 8 – Policy and Procedures on Assessment and Moderation]
D.3

Criterion 3 – Resources
(Physical, teaching and learning resources should be sufficient for the level of the programme and
appropriate to the methods of delivery)

3.1

What would be the teacher/trainer to learner ratio for the qualification for the stated delivery
modes?

105

3.2

No.

Provide information on the staff members who would be involved in the delivery of the
qualification.
Name of Staff Member

Qualifications (Professional and
Technical)

Experience

Curricula vitae and certified copies of the academic certificates/transcripts of staff members
must be maintained and available for verification during site visits.
3.3

In the table below, provide information on all teaching and learning resources that are available to
support the delivery of the qualification.

No.

Name of Resource

Quantity

Remarks on Condition
(Operational/Faulty)

[For items not yet purchased but would be purchased subject to approval to deliver the qualification,
attach an acquisition plan. Name this attachment: Annex 9 – Resource Acquisition Plan]
3.4

3.5

What physical facilities – including: buildings, furniture, laboratories, etc. – does the provider/
organisation have to facilitate the delivery of the qualification?

Are the physical facilities compliant with the country’s standards for health and safety?

Yes

No

[If yes, attach documentary evidence. Name this attachment as: Annex 10 – Health and Safety
Certification]
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3.6

List all support/guidance systems accessible to learners for the qualification.

D.4

Criterion 4 – Completion Requirements
(Requirements for programme completion should be clear and relevant for the level of the
qualification)

4.1

What are the core courses and electives (if any) in the qualification?

4.2

State the requirements for the completion of the qualification, including maximum and minimum
periods of time (if any); minimum attendance and coursework requirements and progression
requirements.

4.3

State the grading system and structure.

4.4

Provide an overview of any progression opportunities or pathways from the proposed qualification
to other qualifications.

D.5

Criterion 5 – Monitoring and Evaluation

5.1

State the strategy (processes, participants, and timing) on the regular monitoring and evaluation of
the qualification and its components.

D.6

Criterion 6 – Support for Qualification Delivery

[Attach a letter of support for your application to deliver the qualification. This letter must be from the
respective Regional Industry Association or Professional Association. Name this attachment as: Annex 11
– Documentation of Support from Industry Association]

DECLARATION
I, ___________________________________________, of ____________________________________,
[full name of authorised officer]			
[name of the organisation provider]
do solemnly and sincerely declare that the information contained on the preceding pages and attachments
is true and correct, and I make it with the understanding and belief that incorrect information will
invalidate the application and make it null and void.

Signature:

____________________________________

Date:

__________________________________
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ASSESSMENT PLAN TEMPLATE
NAME OF QUALIFICATION: ___________________________________________________
NAME OF COMPONENT:
1.

Provide the following information in respect of the assessment of the component:
Learning
Outcome

No.
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___________________________________________________

Assessment
Methodologies

Assessment
Task

Date

2.

When and who approved the assessment strategy?

3.

For this component, describe the following:

Weighting

Pre-assessment
moderation

Post-assessment
moderation

a)

Completion rules, including any special requirements that need to be met

b)

Grading system for recognition of various levels of performance

Appendix 9: Application to Deliver
a Regional Qualification: Evaluation
Template
APPLICATION TO DELIVER A REGIONAL QUALIFICATION:
EVALUATION REPORT TEMPLATE
[FORM PA-05]

[TO BE COMPLETED BY THE EVALUATOR]

Name of Organisation
Name of Qualification
Qualification Level

No. of Credits

Instructions to the Evaluator
The tables below contain outcomes against which an application for the delivery of a regional
qualification would be evaluated.
For each outcome listed, the relevant annexure number is indicated, if applicable. A tick (√) indicates
that a site visit is necessary. For an outcome that has neither an annexure number nor a tick, the
assessment of the outcome is to be based on data or information supplied by the institution through the
Application Form or, if necessary, from a site visit.
A tick (√) must be placed in the last column for each outcome that has been met. Details of the evidence
provided in support of the outcome must also be added in the ‘Evidence’ column. Detailed and specific
comments, if necessary, must be noted in the table that follows the outcomes.

A.

Details of Organisation

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The organisation has valid contact details and
physical address.

2

The organisation has been accredited as a
training provider in its home country by the
national accrediting agency.

3

The organisation’s accreditation would be
valid in the duration of the delivery of the
qualification.

4

The conditions of accreditation, if any, would
not have an impact on the delivery of the
qualification by the organisation.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)
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In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

B.

Comments

Organisational Establishment Details

Indicate if the Outcomes stated below have been met:

No.
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Outcome

1

The organisation is legally constituted and
recognised under a law of the country or
equivalent

2

The organisation has clear vision and  
mission statements, and goals

3

Information on the owners/directors of the
organisation is made available

4

The history of the organisation has been
clearly documented*

5

The historical background shows a reputation
in the provision of quality education and
training*

6

The organisation’s strategic plan provides
a focus on the quality delivery of education
and training services

7

The organisational structure and personnel
are suitable for the provision of quality
education.

8

There are appropriate structures and
provisions for quality assure training delivery
by the organisation

9

The organisation has the financial capacity to
sustain the quality delivery of education and
training

10

There are suitable and well documented
provisions for learners to seek review of
the decisions made by the organisation on
training delivery, assessment and other
associated matters, and the processes to
resolve them are fair and equitable

11

The organisation has the provisions to
provide authentic and timely information
to learners on admission criteria and
requirements, processes and procedures on
selection and recruitment, learner progress
and achievement

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

12

There are credible mechanisms for the
collection and management of data on
learners

13

There are reasonable and cost effective
arrangements to protect the interests of
learners in the case of the winding up of the
programme and/or organisation

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome Number

C.

Comments

Qualification Details

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

Information on the subject area, level and
credit of the qualification are correctly stated

2

The entry and selection criteria and
requirements (including co-requisite and/
or pre-requisite requirements) are fair,
reasonable and clearly stated

3

Entry restrictions, if any, and their reasons
are clearly stated and non-discriminatory

4

For each component, information on the
learning outcomes and their level and
credit matches with the information on the
qualification document*

5

The composition of the qualification is in
accordance with the packaging rules of the
qualification*

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome Number

Comments
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D.

Delivery and Learning Methods

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The delivery mode(s) for each of the site(s)
is/are stated. *  

2

The delivery and learning methods are
appropriate to the nature of the qualification
and the learning outcomes.*

3

The policy/procedures on workplace
attachment have reasonable provisions/
arrangements for the following (if
applicable):
(a) Selection of an appropriate workplace.
(b) Selection of a suitably qualified
workplace supervisor.
(c) Provision of feedback to learners from
workplace supervisors/assessors.
(d) Clarification of specific roles and
responsibilities of learners, workplace
supervisors and trainers in the duration of
the attachment.
(e) Identification of the personnel
responsible for coordinating, carrying out
and reporting assessment, moderation
and evaluation of practical work-based
components.
(f) Job rotation to enable the learner to be
exposed to all aspects of the job.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

E.

Comments

Assessment and Moderation

Indicate if the Outcomes stated below have been met:

No.

1
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Outcome

The assessment plan(s) are outlined and
practicable in terms of resources, personnel
and timeliness.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

2

Assessment methodologies are stated and
compatible with the nature of qualification
and learning outcomes.

3

There are assessment activities for all
components and learning outcomes.

4

The assessment tasks are aligned with
learning outcomes.

5

The assessment activities are scheduled
sporadically in the duration of the
qualification.

6

The volume and weighting of assessment
tasks is appropriate.

7

There are reasonable provisions on the
quality assurance of the:
(a) development and approval of assessment
items and tools;
(b) administration of assessment; and
(c) grading and determination of assessment
outcomes.

8

The pre-assessment meetings discuss learner
preparation, assessment methodology and
assessment requirements.

9

The post-assessment meetings discuss
learner achievement and provisions for reassessment and appeals.

10

There is a system for the provision of regular
feedback to learners on their progress and
final achievement.

11

The grading system for the recognition of
various levels of performance is fair and
clearly documented.

12

There are provisions for re-assessment,
special assessment, dealing with impaired
performance and appealing assessment
decisions.

13

The conditions and requirements for reassessment, special assessment, dealing
with impaired performance and appealing
assessment decisions are fair and reasonable.

14

There are provisions for assessment appeal
applications to be processed fairly and
objectively.

15

For moderation:
(a) there is a valid, reliable and well
documented plan;
(b) the criterion is clear, transparent and
accessible to learners;
(c) there is a transparent process for the
appointment of a suitably qualified
moderator.
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In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

F.

Comments

Resources

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The teacher to learner ratio for the
qualification for the stated delivery mode(s)
is acceptable.

2

There is an adequate number of suitably
qualified, trained and/or experienced staff
members to deliver the qualification.

3

There is a sufficient level of teaching and
learning resources.

4

There is a detailed and acceptable acquisition
plan for the procurement of resources that are
required but are not currently available.

5

The physical facilities (including: buildings,
furniture, laboratories, etc.) that are available
at all locations are adequate to sustain the
delivery of the qualification.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

The facilities are compliant with the
standards for health and safety.
The support and guidance systems accessible
to learners for the qualification are suitable
and sufficient.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number
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Comments

G.

Completion Requirements

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The core courses and electives are
appropriate and clearly documented.

2

The requirements on duration, attendance,
assessment, progression and any other special
requirements are reasonable and clearly
documented.

3

There are provisions to inform learners about
the requirements on duration, attendance,
continuous assessment, progression and any
other special requirements.

4

The grading system is defined and clearly
documented.

5

Progression pathways are provided
from the proposed qualification to other
qualification(s) at the same or other
institutions.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

H.

Comments

Monitoring and Evaluation

Indicate if the Outcomes stated below have been met:

No.

Outcome

1

The monitoring and evaluation plan shows
the timeline and the personnel who are
responsible for the various activities.

2

The personnel who are responsible for
monitoring the training delivery and
assessment are appropriately qualified.

3

There is provision for the active participation
of learners in the evaluation of the
qualification and its components.

Relevant
Annex
Number

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)
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In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

I.

Comments

Support for Qualification Delivery

Indicate if the Outcomes stated below have been met:
Relevant
Annex
Number

No.

Outcome

1

The application for delivery of qualification
has been supported by the respective regional
and/or national industry or professional
association.

2

There is documentary evidence on the
support

Site visit
to verify

Evidence

Result
(Tick if
outcome
met)

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes
mentioned above. State the outcome number being referred to.
Outcome
Number

J.

Comments

GENERAL COMMENTS AND RECOMMENDATION OF THE EVALUATOR

GENERAL COMMENTS

RECOMMENDATIONS

Recommendation
(tick (√) appropriate box)
Name of Evaluator:

Provisional Approval
Declined

____________________________ Signature:

Date:			_____/______/ 20______
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Approved

_____________________________

Appendix 10: Validation of Delivery and
Assessment: Validation Report Template
VALIDATION OF DELIVERY AND ASSESSMENT: VALIDATION
REPORT TEMPLATE
[FORM PA-07]

[TO BE COMPLETED BY THE VALIDATOR]

Instructions to the Validator:
The tables below contain outcomes against which the delivery of training and assessment practices and
provisions of learners undertaking a regional qualification would be validated.
A tick (√) must be placed in the third column for each outcome that has been met. Comments, and
details of the evidence provided in support of the outcome must be added in the ‘Comments’ column.
Name of Qualification
Name of Provider
Provider’s Address

Postal Address:
Business Address:

Name of Validator
Contact Details of Validator

Postal Address:
Telephone No:
Email:

Date of Validation

SECTION A
A.1
General
No.

Outcome

1

The classrooms and laboratories are conducive to
learning and teaching

2

The organisation has a format for session plans

3

The organisation has a systematic method of capturing
and maintaining information on learners

A.2
No.

Y/N

Comments

Y/N

Comments

Resources
Outcome

4

The resources required for the delivery of the
qualification are available

5

The resources are appropriate, current and sufficient for
the qualification content
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6

The resources make allowance for industry specific
requirements

7

The trainers are adequately qualified and experienced

A.3
No.

Outcome

8

There is a clearly documented session plan

9

The content is appropriate to the learning outcomes

10

The pace of delivery is appropriate

11

The delivery method is appropriate to the learning
outcomes

12

The delivery is clear, concise and easy to follow

13

The resources and training aids utilised in the delivery of
training are appropriate and sufficient

14

The trainer demonstrated sound knowledge and
understanding of the subject matter

15

The trainer used appropriate assessment strategies to
ascertain learners’ understanding of the concepts being
taught

16

The trainer maintained friendly but disciplined training
environment at all times

17

The training was evaluated to determine if learning
outcomes were met

18

The trainer managed time efficiently and was able to
adequately cover the activities in the training plan

A.4
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Training Delivery
Y/N

Comments

Y/N

Comments

Assessment

No.

Outcome

19

The assessment plan is clearly documented and is
practicable in terms of resources, personnel and
timeliness

20

Assessment was carried out in accordance with the
assessment plan

21

Assessment instructions are clearly documented

22

There are provisions to provide information on the
requirements and conditions of assessment to learners

23

The assessment tasks and assessment strategy are
appropriate to the nature of learning outcomes and the
cohort of learners

24

There are assessment tasks/items for all components and
learning outcomes

25

The volume, weighting and timing of assessments is
appropriate

26

The information on the volume, weighting, timing and
any requirements and conditions of assessment was
provided to learners prior to the conduct of assessment

27

The assessment items were moderated

28

The assessment outcomes/results were moderated

29

There is a system for grading the performance of
learners in assessments

30

There are processes and panels for approving and
making decisions on assessment outcomes/results

31

The proceedings of assessment boards/panels have been
documented

32

There are systems in place to ensure that the work and
evidence submitted by learners are their own work

33

There are provisions for re-assessment, special
assessment, and dealing with impaired performance

34

There are provisions to enable learners to seek a review
of decisions on assessment

35

There is a system for the provision of regular feedback
on assessment to learners

36

The feedback on continuous assessment is timely,
constructive and developmental

37

Assessment records are stored safely

GENERAL COMMENTS AND STATEMENT BY VALIDATOR
GENERAL COMMENTS

RECOMMENDATIONS

Statement by Validator

I,……………………………………………(name of validator) hereby declare that I have
validated the delivery and assessment of ………………………………(name of qualification)
offered by ……………………….(name of provider) and hereby confirm that the qualification
was delivered appropriately/inappropriately (circle one) and the assessment practices were
sound and credible/not sound and credible.
Name: ___________________________________________________ Signature: ______________________________
Date

: _______/________/20____
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Appendix 11: Application for Registration
of Qualification Form
APPLICATION FOR REGISTRATION OF QUALIFICATION
FORM
[FORM PRQS-01]

Please use this form for every qualification that your agency submits for registration on the Pacific
Register of Qualifications and Standards. Fill in the details given below and submit with documentary
evidence to the Accreditation Unit, EQAP.
-------------------------------------------------------------------------------------------------------------------------------
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1.

Qualification Title
(Name of the award as registered in the NQF)

2.

Qualification Code/ID
(Qualification code or ID number assigned by the NQAA)

3.

Qualification Level
(Level at which the qualification is registered on the NQF)

4.

Qualification Purpose Statement
(The overall outcome the qualification is designed to achieve)

5.

Qualification Outcome Statement
(To be clearly outlined)

6.

Special Notes (if required)
(Provide details of any special consideration that may need to be undertaken with regards to the
delivery of the qualification)

7.

Qualification Component(s)
Code

8.

Course/Unit /Module/Component Name

Level

Credit Value

Credit Profile
Level

Credit

Total Credit
9.

Entry Requirements:

10.

Requirements for Award of Qualification:

10.1
Summary of Requirements:
(Provide a brief outline of the requirements for the award of the qualification)

10.2

Detailed Requirements:

Compulsory
The following courses/units/modules/components must be completed successfully as core units of the
qualification:
Ref./Code

Title

Level

Credit

Title

Level

Credit

Title

Level

Credit

Elective 1 (a minimum of XX credits)
Ref./Code

Elective 2
Ref./Code
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11

Institution and location where qualification is delivered:

Name and Address of Institution where Qualification
is Delivered

12

Mode of Delivery (face-to-face, online,
flexible learning etc.)

Previous Version of the Qualification
Version XX (……………….) was issued on: (……………………………)

13

Details of the Qualification Developer/Owner
Name of institution/organisation:
NQA Registration Number:
Address:
Telephone:
Email:
Website:

14
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Planned Review: (Provide details on next review)

Appendix 12: Application for Registration
of Qualification: Evaluation Template
APPLICATION FOR REGISTRATION OF QUALIFICATION:
EVALUATION TEMPLATE
[FORM PRQS-02]

[TO BE COMPLETED BY THE EVALUATOR]

A.

Qualification Details:

Qualification Title

NQF
Identification
Number

PRQS ID No.
Credit Value
Provider Name

NQF Level

National
Accrediting
Agency

PQF Level

B.

Evaluation Criteria:
Criteria

Evidence

Criteria
Met?(Yes/
No)

Comments

1. Qualification title
•

The title is appropriate and complies with the title
definitions.

2. Qualification purpose statement
•

The stated purpose is related to its identified needs.

3. Qualification outcome statement
•
•

The outcome for the whole qualification reflects the
stated purpose and has a coherent structure.
The completion rules are clear and unambiguous.

4. Qualification level
•

The qualification level is appropriate.

5. Credit value
•

The credit value is appropriate and conforms to the
PQF qualification definition types and credit profile.

6. PQF referencing
•

The NQF qualification level is aligned with the
appropriate PQF qualification level.
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7. Entry requirements
•
•

The entry requirements and prerequisite
qualifications are stated.
The entry requirements are appropriate for the level
of the qualification.

8. Requirements for award of the qualification
•

The requirements are very clearly stated and are
appropriate for the level.

C.

General Comments and Recommendations

Evaluated by:
Evaluator’s
comments:

Approved/Not
Approved for
registration on PRQS
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Endorsed by:

Date:

Appendix 13: Application for Recognition
of Foreign Qualification Form
APPLICATION FOR RECOGNITION OF FOREIGN
QUALIFICATION FORM
General information
Title and Surname:

Other Name(s):

Date of Birth:

Identity No./Passport No.

Nationality:

Country of Normal Residence:

Postal Address:

Phone (Home):
Phone (Mobile):
Phone (Work):

Residential Address:

Fax:
Email:

1.

Information on the Qualification for Which Recognition is Being Sought

Name of Institution

Name of Qualification

Date Qualification
Awarded

Office use only
Recognised
Not recognised

2.

Employment Details

Name of Employer

Position Held

Address of Employer
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3.

Declaration (to be undertaken before a JP/Commissioner of Oath)

Applicant:
I, ______________________________________________________________________________
______ (full name of applicant) hereby solemnly declare that, to the best of my knowledge, that all
information contained herein is true.
Signature: …………………………………………

Date: ………………………………………

Justice of Peace/Commissioner of Oath:
Sworn to/Affirmed before me at ………………………………………………….on the
……………………….. day of ………………………………………… (month and year).
Signature: ………………………………………………….                         (Official stamp)
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