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Foreword

The call by the Asian and Pacific ministers for education in Brisbane 200@b develop a
guality assurance framework for the region linked tmternational standards, including
AT OOOA O AAilrécélisedthe divdrsk Eahgd 6f quality assurance policies and
firm foundation for socio-economic development. In the Pacific region, people are its
most valuable resource. Being mindful of theexponential growth of post-school
education and training institutions in all Pacific countries, including crossorder
provision, it is vital that the Pacific reponds to this call by the education ministers, but at
the same time must be wary of diploma mills and rogue accrediting agencies.

The Pacific Quality Assurance Framework (PQAE)O OE A 0 A A E ABE BisbaneOA OB T 1
Communique forA OOACET T NIOORODAREGHDODAAAXxT OE &I O OEA
addresses quality standards for accrediting agencieall forms of education and training

Institutions (such as technical and vocational, tertiary and netertiary, and field-specific

forms, such as theologicatéducation and maritime training), and Programmes

The PQAF is intended to serve two important purposes. First, it provides broad quality
principles on the roles and functions of accrediting agencies in monitoring and sustaining
quality within post-school elucation and training institutions. Understandably,
accrediting agencies and institutions have developed their own quality strategies that
address their specific fields of responsibility and programmes. The PQAF is not intended
to standardise the quality asurance practices in the Pacific. The PQAF provides a broad
base for accrediting agencies and institutions to compare and inform their own quality
assurance policies and processes. However, where the opportunity arises to relate to
regional initiatives such as the Pacific Qualifications Framework (PQF) and the Pacific
Register of Qualifications and Standards (PRQS), the PQAF provides a comuaatlity
standard for mutual understanding and implementation.

el
O
>\

The second purpose of the PQAF is as the Accreditatiand Standardss T EO8 O 1T x 1
management stratey. The PQAF will be applied in theperiodic review of the
I AAOA A E O A&@dikithat proviideEs@@p@tunities for continuous improvement. This
document is in two parts:
i Section | is the PQAF; and
1  Section Il is the set of standards and guidelines for:

a. the accrediting agencies;

b. the institutions;

Cc. programmes; and

1The Brishane Communigwww.apgn.org/virtual_library/reports/
2The Accreditatioand StandardBnit is the9 v | se@tidnthat is coordinating the development of the PRQS.



http://www.apqn.org/virtual_library/reports/

d. programme components

The PQAF is an output of th@roject’ funded by the Australian Aid Programmeproject
on the development of the PRQS.

3 Australian Agency for International Develomte



SECTION I: THE PACIFIC QUALITY ASSURANCE FRAMEWORK

1. Policy Context

The Pacific Quality Assurance Framework (PQAF) recognises the growth of technical and
higher education institutions in the Pacific regionincluding online delivery, the global
commitment to developing national qualifications frameworks and the aspirations of
Pacific leaders for Pacific qualifications and standards to be benchmarked against
appropriate international standards.

4EA 01! & AEOAAOI U AAAOCOAOOACEIGBA A OMO GEOMA] AA C
Pacific Education Development Framework (PEDF), the Brisbane Communiqué, the
Education For All objectives the Millennium Development Goalsand the Sustainable
Development Goals for 20152030. Quality education is indeed aross-cutting theme that

underscores all other developmental activities.

The PQAF is informed by the quality assurance systems of larger countries (Australia,

New Zealand and the European Conmumity), as well as the development of Pacific

systems. Itiscof EUAT O 1T &£ ET OAOT AGET T Al OAAOGO DPOAAOE!?
in the guidelines of good practice by the International Network of Quality Assurance

Agencies in Higher Education (INQAAHE www.ingaahe.org); the quality criteria of the

Asia Padiic Quality Network (APQN» www.apgn.org) and the AsiaPacific Chiba quality

principles.

The PQAF will provide a common ground for mutual understanding of how accrediting
agencies and education and training institutionsrelate to the Pacific Register of
Qualifications and Standards (PRQS).

2. Definitions

The following definitions clarify the terminology used in this document for mutual
understanding.

2.1 Quality

Quality is a complex, mulidimensional and often subjective cocept, as it is most often

determined by different stakeholders under usually very different circumstances. In
AOOOOET ¢ OEA NOAIEOU 1T &2 AAOAAOGETT AT A OOAETE
ATU T &£ OEA A T11xETcgh OADADEI DT DA &I 6 EE OA EF
OEOAOET T AOGS8 AT A OAT EAT AAI A1 668 )T OEEO Al 1 OA
PDOAAT I ET AT 01U AA AT OE OFEO &£ O POODPI OAG AT A

2.2 Quality assurance

Quiality assurance is the set oflanned and systematic processes that provide confidence


http://www.apqn.org/

in the design, delivery and award of qualifications within an education and training

system. Quality assurance ensures that relevant policies and procedures are thoroughly
developed and clearly commurcated to all relevant personnel for implementation. The

AETI ECAT O APpPI EAAOEITT 1T &£ PI T EAEAO AT A DPOT AAA
multiple stakeholders that their interests and investments are protected.

2.3 Quality audit

An independent, systematic and documented examination of an institution, system or
process, to obtain authentic evidence and evaluate it objectively against set standards to
determine compliance, efficiency and effectiveness. The kind of evidence that a quality
audit looks for is the consistent application of clearly defined procedures that are
thoroughly developed and communicated to all personnel of an agency or institution.

2.4 Internal quality assurance

The policies and procedures of an agency or institution that build culture of quality in
all its processes, operations and programmes and that are clearly communicated to and
applied by all its personnel.

2.5 External quality assurance

An independent assessment of an agency, an institution or a programme of learning, t
confirm its compliance with set standards. An external quality assurance (or quality
audit) activity usually involves the following stages:

a) an agency or institution conducts aself-assessment of its operations or
programmes;

b) ananalysis of documentation submitted with the self-assessment report;

c) asite visit to confirm the selfassessment report and verify evidence submitted;
and

d) afinal report on the status of the agency, institution or programme.

3. Purpose and Scope

The PQAF supports and sustains the devd DT AT O T &£ A OAOI OOOA 1
accrediting agencies and within all aspects of institutions of education and training. The
01! & OAAIT CT EOAO OEA O0OAAEZEAGO0 AADPAAEOU 1 EI
financial resources devoted to quality assurance activities and the challenges of
maintaining objectivity and independence within small communities. The PQAF provides
a broad structure, against which Pacific states can evaluate their quality assurance

policies and procedures for mutual understading and collaboration.

3.1 Purpose



Accrediting agencies and institutions adopt and apply a wide range of quality assurance
processes, defined and implemented to suit their domestic and/or relevant contexts. In
general terms, quality assurance is conducteto respond to one or more of the following:

a) arequirement by law, such as legislation, an act of parliament or a government
decree. For instance, a government may instigate an external review of an

ET OOEOOOETT O1 AAOAOIET A OEA ¢i1 OAOT i AT 06

by AT ET OOEOOOEI T 80O 1 snuousArhprolemnént & litsyst@ins, AT 1

L A £ A N A s oA = z ~

c) AT ET OOEOOOEIT 1680 AAOEOA O1 CAET Oi i A ET OA

or certification (e.g. 1ISO 900X).

3.2 Scope

z A X £ A

4EA 01! & DPOT OEAAO A OOOAOACEA KEI AOBGAT EI OER xk&

a) theaccrediting agencies have robust quality management systems for carrying out
their quality assurance functions;

b) theinstitutions develop internal quality assurance processes to govern and guide
all of their activities;

c) the programmes are designed, delivered and assessed following the most current
and relevant methodologies that promote and support learner achievement.

Section Il of this document provides the details of the quality standard for each of the
above areas.

4. Core Values and Principles

4.1 Core Values

The core values espoused by the PQAF include:
a) thatlearning is a lifelong process;
b) that quality education and training is a fundamental human right;

c) that institutions and accrediting agencies are accountable angsponsible to their
multiple stakeholders;

d) thatdiversity 2 of traditions, cultures, religious values, views, practices and beliefs
? isrespected;

e) that regular consultations with multiple stakeholders are essential for continuing
relevance and currency.

4.2 Principles
The following principles guide the application of the PQAF:



a) Integrity : an ethical and trustworthy quality assurance system that instilsnutual
trust, confidence and understanding ofeducation and training sysems either within
a country or in the Pacific region; members of quality assurance panels, whether
internal or external, must be adequately trained to fully understand and carry out
their role;

b) Evidence-based: all findings and conclusions are based on factual evidence that is
accurate and directly related to the area being investigated,

c) Independence : any quality assurance activity being conducted (e.g. accreditation
or audit) must be implemented by people who are independent of the area under
review and they must remain impartial until the activity is completed; the reports
and conclusions of a quality assurance activity are not influenced by external
parties;

d) Confidentiality : any information collected is protected from unauthorised access
and use, and the privacy of informantss protected;

e) Balanced reporting : any report produced must be complete, accurate and
objective, covering both the strengths and weaknesses of a system or process; all
audit reports must highlight the facts supported by adequate evidence;

f)  Fit for purpose : The PQAF can be applied to any agency, institution or programme.
The purpose will guide how the PQAF is applied, irrespective of the size, context,
resources or complexity. The goal is to obtain accurate and authentic evidence for
continuous improvement.

5. Challenges and Gaps

Most of the literature about Pacific education and training is littered with references to
common and ongoing challenges the PQAF will seek to address. Some of these are:
a) the postschool education and training sector is not well coordinted;

b) the absence of a common standard for assessing quality within an agency, an
institution, a country and across the region;

c) Pacific graduates having to complete bridging programmes when they attend
metropolitan institutions;

d) a proliferation of low quality institutions delivering sub-standard programmes of
learning;

e) continuing delivery of trade programmes that are grossly underesourced;

f)  engaging trainers that are either untrained, inadequately trained or lack recent
relevant work experience;

g) amismatch between work demand and graduate profiles;
hy AAAOAAEOAOQEIT EO 1 £#0A1T OI ECEO Oi OAES AT A
stakeholders to meet international standards.



6. Vision, Mission and Objectives

6.1 Vision

The PacificQuality AssuranceFramework will underpin the implementation of the Pacific
Quialifications Framework (PQF) tofacilitate the comparability, and international
recognition of Pacific qualifications and standards through improving mutual
understanding and application of internationalbest practice in quality assurance.

6.2 Mission

The PQAF will empower accrediting agencies and all forms of Pacific pashool
education and training institutions to collaborate in meeting and maintaining
international standards that facilitate the intemational benchmarking of Pacific
gualifications and standards; support mobility of learners and labour; and establish clear
pathways for lifelong learning in order to improve personal, national and regional socio
economic development.

6.3  Objectives

The overall objectives of the PQAF are to:

a) improve the quality assurance functions and responsibilities of accrediting
agencies;

b) cultivate and maintain a culture of quality and excellence within Pacific
institutions of learning;

C) improve the quality of programmes for students and otherbeneficiari es within the
region;

d) ensure chrity and transparency in quality assurance processesand outcomes;

e) provide a measure of accountability for the investment of public and private
funding;

f) support and foster cooperation of key stakeholders acossnational borders;

0) build professional trust and promote stakeholder conficence in the qualty of
Pacific education and training.

7. Priority Areas

The priority areas articulated in this framework are direct responsesto the critic al
challenges and key issues that have plagued the quality of education and training in the
Pacific region.Theseareas are summarised in the table below and given in greater detalil
in Section Il of this documento ensure mutual understanding of intent andapplication.



Priority areas

Areas of focus

Accrediting T governance a_md management : . _—
agencies and their 1 primary funct_lor_l is quality assurance, including goals, objectives, and
quality systems vision and mission statemgnts _ _
(whether sectoral 1 gdequate resources (physical, human and financial)
or national) { independence and autonomy
1 governance and management structure
9 vision and mission statements that reflect its goals and objectives
o 9 recruitment, selection andcontinuing professional development of its
Institutions of personnel
education and | adequate resources
training  an internal quality assurance system that builds a culture of quality
9 procedures for the design, development, delivery, assessment af
review of its programmes
9 atitle, outcome and purpose statements
I entry requirements, including pre-requisites and coerequisites
A programme of 1 resourcesz physical, personnel, financial, learning. etc.
learning { duration of study and conditions for successful completion
7 the credit profile and qualification framework level
9 atitle and purpose
9 learning outcomes or competencies
1 resources
9 delivery and assessment methodologies
A courset of study | 1 entry requirements, including pre-requisites and coerequisites
9 recognition of prior learning and/or current competencies
9 duration of study and requirements for successful completion
1 the credit value and level on a qualifications framework
8. Monitoring and Evaluation

Quiality assurance is a new field and will continuestgrow, as new aspects are considered
from new perspectives, as well as a result of a fashanging world. The Pacific must be
sensitive to new forms of educationdelivery and programmes, and qualifications,
including those delivered online. In spite of teir sizes, economies and contexts, Pacific
states must align their quality assurance developments with international standards and
expectations. The PQAMmill foster regional collaboration amongst Pacific countries to
achieve quality education and trainingor its people. The PQAW®ill be subject to regular
review to ensure continuing relevance and currency.

4 An individual course is a component of a qualification. Course is synonymous with unit, paper, module or other

unit of study.




SECTION II: QUALITY STANDARDS AND GUIDELINES

The Quality Standard and Guidelines (QSG) provide details of the Pacific Quality
Assurance Framework (PQAF). The QSG recognises the wide raimggy/pes, forms and

contexts under which education and training services are organised and delivered in the

Pacifc. The challenges in securing good quality resources and qualified personnel to

deliver courses and programmes are real. However, the cultivation and maintenance of a

OAOI OOOA T &£/ NOAI EOUS EO DOEI AOEI U OEAI OAI EO
training services. Accreditation agencies are gatkeepers of quality; they monitor and

support institutions through a very professional and mentoring relationship to ensure

OEAO ET OAOT AGETT Al OOAT AAOAO AT A OOAMAET 1 AA
non-formal sector, it is also important to recognise the role that traditional structures and
apprenticeships have contributed to the acquisition and maintenance of traditional
knowledge and skills in our Pacific communities.

The quality standardsa A COEAAI ET A0 xEI 1 AA Ei bl Al AT OAA
OFEOT AOGO 1T £ bpOODPI OAG ADPDPOIT AAE8 2 Acadedidl AOO
theological, technical and vocational, or enduring traditional structures the PQAF will

provide a common grownd for understanding and implementing good quality teaching

and learning. The expected outcome is the establishment and continuous improvement

of standards of Pacific education and training that will enhance the international
recognition® of Pacific qualifcations and standards.

The quality standard and guidelines cover the following three key areas:
1 accrediting agencies (pages#1);
1 institutions and providers (pages 1Z16); and

1 programmes and their components (pages 1719).

Section 2A: Framework for Quality Assurance of Accreditation Agencies

This brief document provides standards and guidelines that will guide EQ&PO
recognition of an Accrediting Agency as atandard setting body EQAPstandard for
recognitionis for a period of fiveyears, and will thenbe reviewed. EQARecognition is an
exercise which will confirm that accrediting agencies have:

i the basic structural and operational requirements for establishment and
operations;
1 the necessary policies, procedures and resources to effectively function as

standard setting body;

i clear mechanisms for support of its education and training sector and maintain
accountability to its stakeholders

SGAYGSNYFGA2Y I f  NB Q@Eualyekofritiargirangd®mtss A y Of dzR S &



i strategies to ensure clarity, transparency and consistency in its quality assurance
processes; and

1 encourage the deelopment and continued enhancement of a culture of quality.

Standards and Guidelines for Quality Assurance of Accrediting Agencies

Standard A.1: Establishment and Recognition

The agency is formally established and recognised as a quality assurance agefoy
education and training.
Guidelines:

1.1 The agency is established by virtue of a legal or equivalent instrument which
specifies its functions and powers.

1.2  The purpose of the agency is to set standards for education and training provision
and programmes.

1.3  The organization hasvision, misson, goals and objectives that are consistent
with its purpose.

Standard A.2: Governance, Management and Structure

The agency has suitable governance, management and organizational structures for the
sound performance ofits quality assurance functions.

Guidelines:

2.1 The agency has a governing body whose members are suitably qualified,
experienced and represents the various sectors of education and training in the
country.

2.2  The governing body has a strategic role in providing directions on effective
management of its operations.

2.3  The members of the management team are appropriately qualified and experienced.

2.4  There is awell-defined organizational structure which reflects the nature of
positions and personnelrequired to carry out the functions of the agency.

Standard A.3: Independence and Autonomy

The agency® evaluationsand decisions are based on accurate and authentic evidence
and are not influenced by external parties.

Guidelines:

31 4EA ACAT AU®@Oqudlith dsEu@Bck praesses are fair, consistent and
based on predefined and publicized criteria.

10



32 4EA DPAOA&I O ATAA T £ OEA ACAT Aus O 1 PAOAOGET I
discrimination and/or external influence.

3.3 The agency has in place mechanisO O1 [ AT A-GQfAnterddt ih th&Ewol O
of its governing body, management and staff.

Standard A.4: External quality assurance criteria and processes for HEls

The agency has well defined and clearly documented processes and criteria for quality
assurance of institutions and their programmes.

Guidelines:

41 4EA ACAT AUdO NOAI EOU AOOOOAT AA OOOAOACEAC
4.2  The quality assurance policies, procedures, guidelines and requirements are pre

AAZEI AA AT dailab@Al EAT U
4.3  There is evidence of stakeholder involvement in the development efandards and

criteria for quality assurance.

4.4 The quality assurance reports prepared by the agency are accessible to
stakeholders.

Standard A.5: Internal quality assurance system

The agencyhas in place processes for internal quality assurance to enhance the quality and

integrity of its operations.

Guidelines:

51 4EA ACATAU80 DPI1EAEAO AT A DPOI AAAOBOAO 11 E
its accountability to its stakeholders and are publically available.

5.2  The agency demonstrates commitment to its internal quality assurance by:

a) having an internal quality management system that guide its operations and
ensures all persons involved in its operations arecompetent, act
professionally and ethically;

b) protecting against intolerance and discrimination of any kind,;

c) conducting regular selfreviews by adequately qualified and experienced
personnel;

d) making accessible reports on its quality assurance to thetakeholders; and

e) ensuring the production of its annual and audited financial reports on a
regular basis.

5.3  The agency is affiliated to and collaborates with regional and international quality
assurance agencies and networks.

11



Standard A.6: Resources

The agencyis adequately resourced to effectively function as an external quality assurance
organization.
Guidelines:

6.1 The agency has an adequate level of physical, financial and human resources to
carry out its functions and responsibilities

6.2 The ageny has adequate staffor the conduct of its functions.
6.3 The agency has a pool of qualified and trained assessors and auditors.

6.4 The agency has strategies and provisions for professional development and
training of its permanent and temporaly staff and experts.

Standard A.7: Representation and Appeals

There are equitable provisions for institutions to seek review of decisions made by the
agency on quality assurance processes.
Guidelines:

7.1 There are clearly defined provisions forinstitutions to seek review of the
decisions made by the agency.

7.2  The policies and procedures on review are fair and publicly available.

7.3  There is an independent, transparent and fair review process.

Standard A.8: Reporting

The agency informsand responds to the public; demonstrates acountability by
reporti ng openly on review cecisions; andon its own performance.

Guidelines:

The agency demonstrates this by ensuring that reports:

8.1 are clear, factual, detailed and supported by authentic evidencand

8.2  contain decisions, recommendations, aatins required for improvement and their
timeframe and reasons.

Standard A.9: Information Management

The agency collects, manages and analyses data and uses information to guide decision
making.

Guidelines:

9.1 The agency systematically maintains records of official data, decisions and
outcomes of its processes.

12



9.2 Datais analysed and results are used in the overall development of the education
and training sector.

Section 2B: Framework for Quality Assurance of Institutions

Institutions are the key agents in the development of any nation® human resource. At
the core of their design and delivery of education and training services is the cultivation
and maintenance of a Oulture of qualityd 8uch a culture should permeate all levels
2 from their governance and management, to faculty and support personnel? and all
systems, processes, programmes and programme components. Communication and the
monitoring of implementation of policies and procedures that guarantee quality in all
aspectsof aninstitutiond K&y functions are criti cal.

Quiality Institutions :

With the exponential growth of education and training institutions, , quality assurance is
critical in instilling stakeholder confidence that institutions will in fact deliver quality

i OOAT i A0 ET A TAOEIT60 EOI AT OAOI OOAA AAOAII

would:
a) Ensure the setting and maintenance of quality standards by institutions.

b) Provide stakeholder confidence on the Instutions capability to deliver quality
outcomes.

c) Make institutions accountable to their stakeholders for the resources that they use.

d) Encourage the Institution to maintain high standards in its management and
administrative operations.

Sandards for Quality Assurance of Institutions

The Pacific Quality Assurance Framework (PQAF) contains 13 standards for building
the capability of institutions to deliver sound education and training servicesl'hrough
application of the standards, institutions will demonstrate a commitment to
continuously improving the quality of their educational provisions and able to
maintain it at expected levelsThe Standards will assist an institution in:

a) Improving operational transparency and accountability to its stakeholders

b) Enhancing its reputation as the preferred destination for quality education and
training.

c) Continuous selfreflection and analysis of its policies and procedures for
continuous improvement.

Objectives:
The objectives of the quality standards are:
a) Encourage the institution to meet the expected quality.

b) Provide guidance to the institution to develop aulture of quality.

13



c) Ensure all staff contribute to the enhancement of quality in their areas of work.

d) Commit the institution to continuous improvement.

Standards and Guidelines for Quality Assurance of Institutions

Standard B.1: Establishment, Organizational Focus and Structure

4EA ET OOEOOOCEIT 60 A AOO EO OEA AAIOAOU
organizational structure is suitable for itgurposes.

Guidelines:

1. The institution is constituted and legally recognized under a law of the country.

2. The institution has clearly stated vision, mission, goals and functions which:

a) reflecta desire to develop, sustain and improve the quality of education and
training.

b) guide decisionmaking in planning, resource allocation and programme
development and delivery.

3. There is a welldefined and clear organizational structure that reflects the
provision of education and training, and administrative, financial and support
services.

4. The key responsibilities of distinct positions are specified.

Standard B.2: Governance and Management

The institution has appropriate governance, managemesttuctures and personnel for
the sound conduct of education and training services.

Guidelines:

1. There is an experienced or qualifiedgoverning body for all of the institutil Ts
activities.

2. The Institution has appropriate management structures angbersonnel who are

appropriately qualified, experienced and that are responsible and accountable
for the decisions they make.

Standard B.3: Programme Development and Review

The institution has a quality strategy for the development, approval, evaluation and
periodic review of its programmes.

Guidelines:

1. There are documented strategies and guidelines for the development, approval,
evaluation and review of the education and training programmes.
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2. There is adequate evidence of relevant stakeholder support (industrial,
professional, technical, academic and community) in the design, development
and review of programmes.

3. There are provisions to ensure that the outcomes of programme monitoring and
review processes are utilized for continuous improvement.

Standard B.4: Learning and Teaching

The Institution creates a conducive learning environment and provides adequate and
relevant information that enableslearners to be successful in their studies.
Guidelines:

1. The institution establishes and maintains asound, stable and well organized
learning environment.

2.  The institution effectively integrates Information Communications Technology to
enhance learning and teaching/training.

3. Varied and innovative teaching strategies including practical and fieldvork are

OOEI EUAA ET OEA AAI EOAOU 1T &£# OEA ET OOEOOOEI

4. There is an effective feedback system for evaluating the quality of teaching and
training delivery in all modes and sites.

Standard B.5: Financial Stability

The institution has the finagial capacity and mechanisms to sustain the quality delivery of
education, training and assessment services.

Guidelines:

1. The institution has the financial capacity to sustain its operations.

2. The institution conducts and reports financial operationsn accordance with sound
financial management practices.

Standard B.6: Staffing

The institution recruits, manages, evaluates and trains staff to ensure the sound delivery
and assessment of its education and training services.

Guidelines:

1. The institution is appropriately staffed to achieve its mission and goals.

2. There are policies and processes on: selection, recruitment, training, evaluation,
appraisal, promotion and discipline of staff.

3. The institution has systems for dissemination of all relevant informaon to its staff
to ensure their commitment to its vision, mission and values.



Standard B.7: Learner information and support

Adequate and relevant information and support servicesare provided to learners.

Guidelines:
The institution:

1. makesavailable current and accurate information about itself, all its programmes
and other services it offers for leaners and stakeholders to make informed
decisions;

2. has policies and procedure®n selection and admissiorof learners and provision
of learner support; and

3. makes available information on: admission criteria and requirements, programme
outlines, assessment and completion requirements.

Standard B.8: Physical and Learning Resources

The institution has adequate and appropriate physical and learningresaurces to
support delivery of its programmes
Guidelines:

1. The institution has adequate and appropriatephysical and learning resources to
deliver all its programmes.

2. There are mechanisms for the periodic review and acquisitioof resources.

Standard B.9: Assessment and Moderation

The institution has fair, valid, transparent and effective systems and criteria for assessing
learners against the programme outcomes.

Guidelines:

Z A £ oA N Az oA
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and external) are explicit, transparent, fair and have provisions on: rassessments,
special assessments, reporting assessment outcomes, appealing assessment
decisions, progession and completion, and unacceptable practices on assessment.

2. There are mechanisms to ensure that the:

a) volume, timing, weighting and nature of assessments are appropriate and
aligned to learning outcomes/performance criteria.;

b) requirements for assessmat and marking criteria is made accessible to
students; and

C) feedback on assessment is constructive and communicated to learners
promptly.
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Standard B.10:  Reportinglearner achievement

Theinstitution adequately and appropriately reports learner achievement.

Guidelines:

4EA ET OOEOOOEI 160 Pil EAEAO AT A DPOI AAAOOAO £
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2. information about credit aggregatesand transfer processes;

3. conditions for issuance of qualifications and results upon completion or partial
completion of programmes and

4. displayingthelogo of the accrediting agency on its qualifications.

Standard B.11: Research

The institution has a research culture to meet the requirements of degree and-gaiuate

programmes and qualifications.

Guidelines:

The institution hasestablished structures, policies and procedures on research (where

appropriate) to:

1. meet education and training requirements for degree and posgraduate
programmes,

2. encourage staff to dedicate time and resources to research that informs the
development, delivery,assessmentnd review of their programmes, and

3. facilitatethe development of an Institutional research culture.

Standard B.12: Information management

The institution collects, analyses and uses relevant information for the effective
management of its programmes and other activities.

Guidelines:

1. The institution has mechanisms for the collection and management of data on:
I AAOT AOOGG AAOAEI Oh AOOGAOQOI AT O OAOOI OOT1 OO
rates, employability of graduates, evaluation of programmes and learning
resources.

2. There are procedures on:confidentiality of information on learners studentO @ccess
to their data, and eporting learner achievement to stakeholders.

3. Data is analysed and effectively utilized for the continuous improvement of the
institution and its programmes.
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Standard B.13:  Appeals, Grievances and Complaints Resolution

The institution hasmechanismgor handling academic, general discipline@nd compaints
in afair, acessble and timely manner.

Guidelines:

1. There are clearly definedprovisions for raising grievances and seeking review of
the decisions made by the institution.

2. The policies and procedures on review are fair and publicly available.

3. There is an independent, transparent and fair review process.

Section 2C: Framework for Quality Assurance of Programmes and Components

An institution® programmesreflect its vision, mission and how it achieves itseducational
goals and objectives. The quality asuurance strategy of an institution must include
measures forasauring the quality of its programmes and related processes. The rgorous
application of the quality strategy in the design, development,delivery and assesment
of a programme instils confidence in its stakeholders, facilitatesthe registration of an
instit utiond Qualifications onto the relevant qualifications framework, and enhances
international recogniti on.

Components of programmes may either be courses, units, papers or modules.

Quiality of Programmes :

Quality assurance of a programmaeés essential in:confirming institutional capacity in

developing, delivering and assessing programmes; protecting students from poor quality

DOl COAiI 1T Adbn ET AOAAOGET ¢ OEA AT T £ZEAAT AA 1T £ OGEA
gualifications; facilitating articulation between programmes of different education and

training sectors and institutions; and addressing qualityrelated issues pertaining to the
adaptability, responsiveness and innovativeness of programmes in the production of new
knowledge and «ills.

The processfor the quality assurance of a programme serves to find answers to the
following questions:

a) How well does the programme design lead to the achievement of the qualification
outcomes, stakeholder demands and strategic purpose?

b) How well do the programme delivery methods and assessment match the identified
needs of learners and the strategic purpose of the qualification?

c) To what extent will the programme enable graduates to pursue intended
educational, employment, community and/or cultual outcomes?
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Standards for Quality Assurance of Programmes
The Pacific Quality Assurance Framework (PQAF) contains the minimum quality
standardsbased on the following principles:
a) Academic and training programmes which meet the quality requirements should be

offered.

b) The primary responsibility for programme quality rests with institutions and they
should establish and sustain effective mechanisms that facilitate programme
qguality and yield reliable information for self-evaluation, external evaluation, and
public reporting.

Standards and Guidelines for Quality Assurance of Programmes

Standard C1. Qualification Title

The title of the qualification is appropriate and complies with the definitions for
gualification title and level

Guidelines:

The title:

a) isconsistent with the purpose, content, type and level of the qualification;

b) indicates the subject area of the programme; and

c) complieswith thelevel desaiptors and qualification definiti ons.

Standard C2: Purpose Satement

The purpose statement appropriately identifies the need for the qualification.

Guideline:

The purpose statement clearly identifieswhy the programme was designed and what
need it was to address.

Standard C3: Outcome Statement

The outcome statement for the qualification reflects the achievement of thegtated
purpose and specific knowledge, skills, understanding and attitudes acquired by learners.
Guidelines:

The institution demonstratesthis by ensuring theoutcome statement

1. reflects the level assgned to the qualification and describes what knowledge and
skills the learner has achieved

2. is aligned to a unique level of the framework and its level descriptors and



a) improves understanding about the qualification in describing
achievement;

b) allows for meaningful comparison with other qualifications; and

c) enhances articulation and provide pathways to other qualifications or
employment opportunities.

Standard C4: Entry requirements

Entry requirements are reasanable for the leveland complexity of the qudification.

Guidelines:
The institution demonstratesthis by ensuring that:

1. Entry and selection criteria and requirements (including a-requisite and/or
pre-requisite requirements, mature entry) are fair, reasonable andcclearly stated;

2. There are provisions for cross credits, credit transfer and ecognition of prior
learning; and

3. Entry restrictions (if any) and their reasons are clearly stated and non
discriminatory.

Standard C.5: Components of the programme

Programme components are relevant, appropriate and collectively contribute to
achieving the programme outcomes.(refer to Section 2D)

Guidelines:

The institution demonstrates this byensuring that the:

1. components are clearly defined andappropriate for the level, type, credit value
and outcomes of the qualification;

2.  descriptor for each component states the following:
a) title;
b) purpose;
c) learning outcomes and/or defined competencies;
d) co and prerequisites;
e) delivery modalities, including work basedcomponents;
f)  assessment methodologies;
g) duration;
h) completion rules;
) credit value;

])  where possible, the level on a qualifications framework.
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Standard C6: Qualific ation level

The qualification isassgned an appropriate levebntherelewvant qualificationsframework

which reflects the relationship betweenits outcome statement and level descriptors of the

framework.

Guidelines

The institution demonstratesthis by ensuring that

1. OEA NOAI EZEAAOQGETT 1 AOGAT AiipPIEAO xEOE
credit profile; and

2. is appropriate in terms of the @mplexity of the learning cutcomesand the volume
of learning.

Standard C7: O edit profile

The qualification has a credit value indicative of the volume of learning in totality and its
components.

Guidelines:

The institution demonstrates this by ensuring that the

1. credits for the componentsat various levels are shown;

2.  credit profile is in compliance with the definition of the qualification type; and

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

Standard CS8: Completion Rules

The reqiirements for succesgul completionare clearly stated and consistent with the
gualification outcome statement and qualification typedesciptors.
Guidelines:
The institution demonstrates this by:
1. specifying the requirements for programme completion including:
a) maximum and minimum periods of time(if any);
b) programme structure andthe progression through the programme

2. demonstrating how the learner achievementfor individual components will be
reflected in the overall award of the qualification; and

w

specifying the grading system for the complete qualification.



Standard C9: Programme Design, Approval and Review

The institution has a quality strategy for the design, approval and review of its programmes.

Guidelines:

The strategies and guidelines on programme design, development and review ensure
that:

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

2. The programme and its components meet the needs atakeholders (industrial,
professional, technical, academic and community).

3.  Where necessary, core courses and electives are clearly stated; and

4. The Institution has a strategy for continuous review of the programme

Standard C10: Assessment and Moderation

Assesment strategies are directly related to learning outcomes being assessed and
information on assessment clearly states how the results of assessment tasks are
weighted and combined.

Guidelines:

The assessment strategy clearly states:

1. theassessmenttasks, requirements and activities to be completed;

2. opportunitiesfor re-assesment, where necessary;

3. assessment moderation (internal and/or external) arrangements where the
institution has multiple campuses or other similar arrangements;

4. work, practical and field-based assessment tasks that are integrated into the total
programme and component assessment, where relevant; and

5. the grading system for recognition of various levels of performance.

Section 2D: Standards and Guidelines for Quality Assurance of Programme
Components

Standard D.1: Component Title

The component title is consistent with the field of study and ndicateshow the component
relates toother components and the complete qualification.

Guidelines:
1. Thecomponent title:

(a) isdefined and clearly statesthe field (and sub-field) of study; and
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(b) provides information on the depth and complexity of the relevant field and
sub- field.

2. The component code conforms to the convention for institutional and programme
coding and is consistent with the complete qualification.

Standard D.2: Purpose

The purpose of the component reflects its relation to the field of study and to the whole
qualification.

Guidelines:

The statement of purpose:

1. indicatesrelevance of the component to the whole qualification; and

2. relatesto the purpose of the qualification andfield of study.

Standard D.3: Learning Outcomes

The learning outcomes describe the specific knowledge, skills, understanding and attitudes

a learner will achieve through each component of the programme.

Guidelines:

The learning outcomes are:

1. specified for eachcomponent;

2. measurable and achievable;

3. PDOAOGAT OAA ET A 11T CEAAI h DPOT COAOOEOA xAU
knowledge, skills and attitudes; and

4. related to the respective franework level; complexity of the field of study and
gualification outcome statement

Standard D 4: Assessment

Assessment methodology is fair, valid, consistent and appropriate to the learning outcomes
and delivery modes.

Guidelines:

1. There is anassessment plan containing assessment strategies and tools which cover
all learning outcomes, are appropriate andgcheduled sporadically.

2. The policies on assessment have provisions for:
a) providing feedback to learners promptly;
b) conduct ofpre andpost-assessment meetings with learners;

c) re-assessments and special assessments; and
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d) dealing with impaired performance, where learners cannot complete an
assessment because of circumstances beyond their control.
3. Theassessment strategy for eachcomponent states the:
a) assessment tasks, requirements and activitiesto be completed;
b) opportunitiesfor re-assesment and appeals;
c) assesment moderation arrangement;
d) integration of work-based assessment tasks; and

e) grading system for recogniti on of various levels of performance.

Standard D.5: Entry Requirements

Entry requirements, ncduding any co-requisite, pre-requiste and mature age entry
requirements are clearly stated.

Guidelines:
The entry requirements:
1. areclearly stated, including the pre-requisites and/or co-requisites;

2. where necessary, define provision for non-formal learning and recognition
of prior learning.

Standard D.6: Completion Rules

Requirements for the successful completion of the componerdre clearly stated.

Guidelines:

The requirements for course/component completion are clearly stated including:

1. how the results of the various assessment types are recorded and combined, if
necessary; and

2. how course assssment relates to the grading system for the complete
gualification.

Standard D.7: Credit Value
The credit value of the component is clearly stated and relatesto the complete qualification.
Guidelines:

The credit value of the component:

1. is corredly estimated, noting the interplay between the time, learner ability and
the learning outcome;

2. provides information on the number of lectures, tutorials and any practical
requirements per week;
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3. accounts for the credit values of the learning outcomes of the component;

4. s calculated using any one of the ratios:
a) one year of full-time study is approximately equivalent to 120 credits; OR
b) onecredit is approximately equivalent to ten notional hours of learning;

5. isdenoted by awhole number.

Standard D.8: Level of Component

The level of the component on a qualifications framework is consistent with its learning
outcomes and how it relates to other components that make up the mmplete
qualification.

Guideline;

The component has a level on the galificati ons framework which is consistent with the
desaiptor of the respective level.

Standard D.9: Component develo

Information on the developer of the component is available.

Guideline:

Wherever possible,the component developer is identifie d.

Standard D.10: Review Date

Thereview date of the amponent is appropriate and predefined.
Guideline:

The review date of the component is pralefined and appropriate to the subject area of
the qualification.
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Glossary

Accreditation

The process of assessment and officialapproval of a qualifcetion or component(s)
of a quelificaton, usuallyfor a paticular period of ime, asbeing dle to meet particular
requrements defined by an acediting ayencytha functions witin aqualty assurance
system

Accraliing agencies are those entities that manage programne acceditaion
urder national legisktion, e g. national quelificatins agencies, officiakeviewboards or

Acciediting agency other naiionally pprovedbodiesor agencieswiththe remit to accedit qualificéions. All
accediting agencies aresubjectto ongoing manitoring and periodic review of their
performance against siandards.

A | Aformatequestroman organisation lequesing a change in or confirmation of a

prea decison f the organisaion believesthatit wasdenieda fairdecision.

Assesmat The process of callecting and evaluating evidenceto estdlishthe level of an hdvidua | ¢
adhievemen or performance.

Conmpet The ability to use knowledge and/or skillsinwork or study situaions and in professioral

mpetency andor personal development.

Co ofa Components of a gualifcaion arealso knownassubjects units,modues, courses,

Lﬂlilfi ation papers, competencies. This is the smalest part of a qualifcation or programme thatcan

a be separatly assessed and certified.

Learningutconres are statements of what a leaner canbe expectedto know,

Leaming outcorres uncerstad andor do asa result of aleaming expetience.Learning outcomesprovide a
clear staement of achieverment.

Misson A formal docurrent that staes the objectives of an organisdion or educaton

institLtion or a natnal qualificéions agency.

PacificQualifictions

The PacificQualifcaiors Framework (PQF) is areference for linking eachPacificdlandd s
natbral gualificéions framework and/ar individual qualifietions. It furctions asa
translation device for Pactfic Iskbnd qualificatins:

| enableocherent understandng to enable coherent understanding of the var

Framework national Pacific Island frameveguiddfications, and components of qualifig
1 to facilitate credit transfer;
1 to promde workers' and leaners'mdaility betveen wuntries and faciliti their
lifelong leaning
A regional web-based database of qualty assiured:
» _ | gualifietions (and components of qualifcatiors);
Pac'lf:c@eg's"jr%f 1  Pacifidraiional knowledge and hdgenous skillsin traditional guilds:
gﬁgﬁum 1 professoral lcensing and ocaupetional standards;
an T regional standards in edicaton.
The RQS pronvides a convenient, comprehensive public access point for leaners,
workersand providers aaossthe Paciic region.
A stiuctured leaming programme may include a completequalifietion, or a cluster of
Programme conponents of a qualificatin or a comporent of aqualifietion.
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Provider

Aperson or anorganisaton hatplans and delivers edwcaton/traning and assesment
senvicesthat leadto the awardof gualifcations or compnents of qualifietions.

Qualificatin

Qualificatins area meaningul and coheratt cluster of leaning outcomes hat meet the
specifedqualificatin type desciptors,arecgpable of being assessl and aresuljectto
external qualityassirance processes.

Qualificatirs
framework

Aqualificatins framework is a coherent stiucture that establishes clear relatbnships
among allqualityassiured qualificébrs offered wiinanedicaton and traming s/stem
Aqualificabns framework facilistes he purlit of lifebng leaming and provides a
stiucture br establishing national and nternatonal equivalence and cornrparabilityof
qualificaons.

Quality

Qualty is the: d@legree to wich a set of inherent characgristics fulfisrequirement s
(AS/NZ SISO 9000:2006: Quaity management systemsd Fundamentalsand vocabuaty,
p. 7).

Qualityis a complex, multi-dimensional and often suljectve concept asit ismost often
determined by different stekeholders under usuallyvery differet ciramstances. In
assrring the qualty of educaton and traning actiities, @ualtydis apdied and undersbod
to meanany of @xcellenced

6 foripurposed @ontinuos improvement @dieving tresholds @d @nhencement 6 .
Inthis context, all of these meanings areasamed ad willpredaminantlybebot h 6 f
for puposedand 6 oatinuous improvement 6 .

Qualityassurance

Qualityassurance is a commnent of qualty management and is docused on providing
confidencethat qualityreguirements wil be fulfiledd

In elatbn to educaton and traiing services, qualty assurancerefersto planredand
systematicprocesses that provide confidencein he design delivery and awaraf
qualificatins witin aneducaton and traming s/stem. Qualty assurance ensures that
stekeholder $térestsand nvegmantt in ay aceedited programmesare proteded.

Quality adt

A systenstic, independent and documented process for obtaining audt evidence and
evaluating it objectivdy to determine the extent to which be audt cririaarefulfilled?

Qualitymanagemeant
system

A gualitymanagement system aims ¢o dired and cortrol an organisation with egardto
qualiyd/ASNZS 50 900020@: Qualitymanagementsystems 8 Fundamentalsand
vocabulary, p. 8).

An organisatbn ghould establish, document, implement and maintain agualty
management system and cortinuallyimpove itseffectiveness. The gualty management
system documentation coud ndude:

documentedstatements of a quality policy and quality objectives;

Aaqualty menal;

A documentedproceduresand lecords appropriate to keyfuncions;

A docunents, includng records, determined by the organisation to be necessary to
ensure the effective planring operaion and contral of its processes (adapted fom
ASNZS $0 9001 2008, Qualty management sysiems1 Requremants, p. 2).

Recogrition of prior
leaning

Recogrition of prior leaning is a processthatinvdvesassessment of an ndvidua | 6 s
relevant priorleaning {ncludng formalinformaénd norformal leaning) againstthe
leaning outcomesin order to determine thecredit outcorres. Alsoknowvn asassesment
of prior leaningbor ecagnition of aurrent competenciesd .
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Selfassssmat

Selfassesmernt is the process of ciiticaly reviewing the quality of one® own
performance and provision ajainsta set of gandards or oljectives.

Stanchaids

Stanchrds arelevels of qualit/benchmarks that are accepted as the norm against
whichactual performanceor attanments are judged.
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Appendices

Appendix 1: Application for Accreditation of Institution Form

APPLICATION FOR ACCREDITATION OF INSTITUTION
[FORM IA-01]

Name of Institution

APPLICATION CHECKLIST
CompletedApplication form for Accreditation
Certified copy of Registration Certificate
Documentation on Vision, Mission and Goals
Organizational 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
Policies 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

Do diuoodiodiooooooo d

Policies and procedures on grievances and refund of fees

FOR OFFICIAL USE

Application Number: Receiving Officer:

Signature: Date: / /20

Comments
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A. DETAILS OF INSTITUTION

A.1 Institution

Name of Institution

Business Name(s)

Postal Address

Business Address

Contact Numbers

Tel: Fax:

Web Address (if any)

Email Address (institutional)

A.2 Type of Institution

Indicate the type of institution by placing a tick beside the descriptor.

Type of Institution V (Tick) Type of Institution V  (Tick)
. . School of Hairdressing & Beauty
University
Therapy
Institute of Technology Sports Academy

School of Medicine

Care giving School

School of Nursing

School of Performing Arts

Teacher TrainingInstitute

Language Institution

School of Agriculture

Theological Institution

Institute of Computing

School of Aviation

Police Academy

Army Training School

Others (Please specify)

Vocational Institution

A.3 Details of Authorized Officer:

(The authorized officer is a senior manager/head of the institution)

Name

Position

Postal Address

Contact Numbers

Tel: Fax:
Mobile:

Email Address
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A.4 Authorized Contact Person (if different from A3 above):

Name

Position

Postal Address

Tel: Fax:

Contact Numbers Mobile:

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 Tel. No. Fax No.
Agency Arrangement
(Check box) Yes No

Name of Agent

Programme(s) to be offered

at this site

Location No. 2

Name

Business Address

(including Street Address)

Contact Numbers Tel. No. Fax No.

Agency Arrangement
(Check box) ves No

Name of Agent

Programme(s) to be offered

at this site
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B.

CRITERIA FOR ACCREDITATION

B.1 Criteria 1 z Establishment, Organizational Focus and Structure

1.1 Describe clearly the instrument on the basis of which the institution hadbeen legally
established

[Attach a copy of the certificate of registration and/or other documentation related to its

establishmentName this attachment asAnnex 1-Certificate of Registration]

1.2 State the vision, mission and goals of thastitution 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 asAnnex 2-Documentation on Vision, Mission and Goals]

1.3 Does the institution have an organizational 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 organizational chart and an explanation of the relationships and

reporting lines among key positionglame this attachment asAnnex 3-Organizational chart
and explanation of relationships]

1.4 Are the responsibilities of the keypositions distinct and specified?

Yes

No

[If yes, attach documentation containing information on the responsibilities of the key positions
shown on the organizational charfName this attachment asAnnex 4-Documentation on
Responsibilities of Key Positions]

L A L oA N A oz oA =
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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 Plaidlame this attachment asAnnex 5-Strategic Plan]
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B.2 Criteria 2 z Governance and Management

2.1 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.

2.1.1 Name:

2.1.2 Names of members, their designations and highest academic qualifications

Title Name (in full) Designation Highest Academic
Qualification

[Attach documentation containing information on the terms of reference of the governing body.
Name this attachment asAnnex 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:

2.2.3 Academic Qualifications:

Name of Qualification | Date Obtained Institution Obtained From

2.3 Does the institution have a senior management team?

Yes No

2.3.1 If yes, provide information about the members of the senior management team
in the table below:

Title Name (in full) Position held Academic Qualifications

2.4 Describe the arrangements for the corporate governance (finance and administration) of
the institution.
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2.5 Explain the arrangements (including structures and processes) for the academic
governance of the institution.

B.3 Criteria 3 z Programme Development and Review

3.1 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 obrogrammes? If so, describe the
nature of their input.

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

r! OOAAE A AipPU T &£ OEA ET OOEOOOEI T80 bil EAEAO
evaluation and review of the education and training programmé$ame this attachment as:
Annex 7-Procedures on programme development, approval, evaluation and review]

B.4 Criteria 4 z 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 Delivery
Duration Mode

4.2 How does theinstitution make available information about itself, the programmes and
other services it offers for learners and stakeholder?

4.3 How do the learning and teachg policies ensure the following?

4.3.1 Integration of Information Communications Technology to enhance learning and
teaching/training?
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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

f1 OOAAE A AT PU I &£ OEA ET OOEOOOEIT T 6 ONaBéthiE AEAO Al

attachment as:Annex 8-Policy and procedures on learning and teaching]

B.5 Criteria 5 z Financial Stability

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

r! OOAAE A AT PU T &£ OEA ET1 OOEOOOEI T80 " OOEIT AOGO oI
financial statements, where applicablélame this attachment asAnnex 9-Financial Viability
Report

B.6 Criteria 6 z Staffing

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

Yes No

6.2 Complete the table below to show the number employed in the 3 categories of staff.

Staff Category No. of Permanent No. of Contract or
Staff Casual Staff

Management/Administration
Academic/Teaching/Training
Support

Total

6.3 Provide information on the teaching/training staff in the table below:

No. Name of Staff Academic/Training Qualification Level(s) staff teaches
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6.4 Does theinstitution have policies and processes on: selection, recruitment, training,
evaluation, appraisal, promotion and discipline of staff?

Yes No

If yes, briefly explain the provisions in the space below.

[Attach documentation containing the policies and procedures on staff mattdlame this
attachment as:Annex 10-Policies 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 Criteria 7 zZ 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 asAnnex 11-Procedures on selection and admission]

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

B.8 Criteria 8 z 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 physicaland learningresources in the tables given below:

8.2.1 Information on buildings: Classrooms, Libraries, Theatres, Laboratories etc.
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Type of Facility

Max. Seating

Number Capacity

Lecture rooms

Staff offices

Lecture theatres

B WINE

. _Library

5. Laboratories:[name types below]

[a]

[b]

[c]

6. Workshops: [name types below]

7. Conference rooms

8. Ablution provision

9. Others (please specify)

8.2.2 Information on staff and student facilities

No. Type of Facility Tick if available for use
1 Internet

2 Photocopy

3 Printing

4 | Telephone

5 | Others: [list below]

83 ! OA OEA DPEUOEAAI

Yes
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No

[If yes, attach documentary evidence. Name this attachmentfamex 12-Health and
Safety Certification]

8.4 Does the institution have plans/processfor the periodic review of existing resources and

acquisition of new resources?

Yes

No

If yes, briefly describe the plan/process in the space below.

+! OOAAE A Al DU

this attachment as/Annex 13-Resource Acquisition Plan]
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B.9 Criteria 9 z Assessment

9.1 Explain briefly the provisions/procedures on the following:

(a) Re-assessments and special assessments

(b) Reporting assessment outcomes

(©) Appealingassessment decisions

(d) Progression and programme completion

(e) Unacceptable practices on assessment

9.2 How does the institution ensure that the:

(@) volume, timing, weighting and nature of assessments are appropriate?

(b) requirements for assessment and marking criteria is made accessible to
students?

(c) feedback on assessment is constructive and communicated to learners
promptly?

fr! OOAAE A AT PU 1T &£ OEA EIT OOE OO0 RAEmedhd atachiedti AOET 1 O

as:Annex 14-Regulations and policy on assessmenf
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B.10 Criteria 10 z 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 repdriame this attachment asAnnex 15-Learner
achievement report]

B.11 Criteria 11 z Research

11.1 Does the institution have provisions to promote research and freatellectual inquiry (if
applicable)?

Yes No

If yes:

11.1.1 Provide information on the nature of support (systems, structures and funding)
available for the conduct of research.

11.1.2 How do the findings ofresearchinform the development, delivery and assessment
of programmes?

r! OOAAE A AibU T &£ OEA ET O00E 00 Qéanieths aitachrhehtBsA E A O
Annex 16-Policy and procedures on research]

B.12 Criteria 12 z 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.

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 ofdata analysis contribute towards continuous improvement of the
institution and its programmes? If so, explain how.
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B.13 Criteria 13 z Appeals, Grievances and Complaints Resolution

13.1 Does the institution have arrangements and/or policies and proceduredor 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

(© 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.

r! OOAAE A AT PU T &£ OEA ET OOEOOOEI T80 DPNdmEAU
this attachment asAnnex 17-Policy and procedures on grievances and refund of feesg]

DECLARATION

I, , of

[full name of authorized 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 | 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 Programme Form

APPLICATION FOR ACCREDITATION OF PROGRAMMEORM
PA-01]

Name of Institution

Accreditation No.

Name of Programme

APPLICATION CHECKLIST
Completed Application for Accreditation of Programme Form [PA1]

Joint Partnership Agreement

Component Descriptors

Documentation on stakeholder involvement
Workplace Attachment Policy

Assessment Plan

OOOO0OO0O0OO

Resource acquisition plan

FOR OFFICIAL USE

Application Number: Receiving Officer:
Comments:
Signature: Date: / /20
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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 Authorized 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

NfW| |01 O |0

Total

2. Is the programme offered in partnership with another organization(s)?
Yes [] No []
If yes:

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

(b) Please indicate who will be responsibldor 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 partnershipgreement: Name this attachment a&\nnex 1- Joint Partnership
Agreement]

45



C. CRITERIA FOR ACCREDITATION
C.1 Criteria 1 z Purpose, Outcomes and Admission Requirements
State the purpose, outcomes and requirements for admission into the programme.

11 Purpose:

1.2 Outcomes:

1.3 Admission Requirements:

C.2 Criteria 2 z Components, Learning Outcomes, Level and Credit

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 Date of Review
Developer

Purpose:

Co- and Prerequisites:

LEARNING OUTCOMES
ID Name Level Credit
No.

Component 2:

Name

Level Credit Value
Duration Delivery Mode
Name of Date of Review
Developer

Purpose:

Co- and Prerequisites:

LEARNING OUTCOMES
ID Name Level Credit
No.
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Component 3:

Name

Level Credit Value
Duration Delivery Mode
Name of Date of Review
Developer

Purpose:

Co and Prerequisites:

LEARNING OUTCOMES

ID Name
No.

Level

Credit

Component 4:

Name

Level

Credit Value

Duration

Delivery Mode

Name of
Developer

Date of Review

Purpose:

Co and Prerequisites:

LEARNING OUTCOMES

ID Name
No.

Level

Credit

[Attach a copy of the descriptor of each component of the programme: Name this attachmertrasex 2
Component Descriptors]

C.3 Criteria 3 z 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 [ ]

If yes, identify the stakeholders, their role and interest

No []

[Provide evidence of stakeholder involvement as an attachment. Name this attachmeAnagx3-
Documentation on stakeholder involvement ]
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3.3 Provide the following details pertaining to the development and approval of the

programme:
No. Question Response
a. Name of the organization 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 Discuss the strategy (processes, participants, and timing) on the regular monitoring,
evaluation and review of theprogramme and its components.

3.5 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?

C.4 Criteria 4 z Delivery and Learning Methods

4.1 State the delivery site(s) and mode(s)?

Delivery Site Delivery Modes

4.2 Are there any practical, field or workbased components based away from delivery
site(s)?

Yes [ ] No []
If yes, describe briefly the arrangements/provisions on the following:

4.2.1 Selection of an appropriatevorkplace

4.2.2 Selection of a suitably qualified workplace supervisor
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4.2.3 Provision of feedback to learners from workplace supervisors/assessors

4.2.4 Clarification of specific roles and responsibilities of learners, workplace
supervisors and trainers in the duration of the attachment

4.2.5 Personnel responsible for coordinating, carrying out and reporting assessment,
moderation and evaluation of practical workbased components

4.2.6 Work rotation to enable thelearner to be exposed to all aspects of the job

4.2.7 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: Nanés attachment as Annex 4Workplace
Attachment Policy ]

C.5 Criteria 5 z Assessment and Moderation

5.1 Inthe template shown in Appendix 1, provide an assessment plan for each component.
[Attach a copy of assessment plan. Name this attachmentasiex 5-Assessment Plar]

5.2 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 assessmergutcomes
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5.3 Explain the provisions on the following:

5.3.1 Pre-and postassessment meetings with learners.

5.3.2 Reassessments, special assessments and dealing with impaired performance
where learners cannot complete an assessmehecause of circumstances beyond
their control.

5.3.4 Appeals and review of assessment decisions.

5.4 Describe how the learners would be provided with regular feedback on progress and final
achievement (comment on the means and frequency tdedback).
5.5 Explain the internal and external moderation policies and procedures.
C.6 Criteria 6 Z Resources
6.1 Whatis the teacher to learner ratio for the programme for the stated delivery modes?
6.2 Provide information on the staff involved in the teaching/training of the programme.
No. Name of Staff Qualifications (Professional & Experience
Technical)
6.3 In the table below, provide informationon all teaching and learning resources that support
the delivery of the programme.
No. Name of Resource Quantity Remarks on Condition
(Operational/Faulty)

[For items not yet purchased, attach an acquisition plan. Name this attachm@ninex 6-Resource

acquisition plan ]

50



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

C.7 Criteria 7 z Completion Requirements

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

7.2 State the requirements for the completion of the programme, includingmaximum 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

l, , of

[full name of authorized 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 | make it with the understanding and belief that incorrect

informati on will invalidate the application and make it null and void.

Signature:

Date:
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1.

Name of Component:

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

Learnin Assessment Assessment Pre Post-
No. 9 . Date | Weight assessment assessment
Outcome Methodologies Task . .
Moderation moderation
2. When and who approved the assessment strategy?
3. For this component, describe the following:

a) Completion rules, including anyspecial requirements that need to be met

b) Grading system for recogniti on of various levels of performance
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Appendix 3: Template for Evaluation of Institutional Accreditation Application

APPLICATION FOR ACCREDITATION OF INSTITUTION

EVALUATION TEMPLATE [FORM IA-02]

[TO BE COMPLETED BY THEYALUATOR]

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 OEAE | B
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.

| OEAE jBQ [000 AA DI AAAA EI OEA 1AGO
AOEAAT AA POT OEAAA ET 0O0O0PPT OO 1T &£ OEA 160
Detailed and specific comments, if necessary, mustbe noted in the table that follows.

A. Detalls of Institution

Indicate if the institution has met the Outcomes stated below:

Relevant | Site visit Evidence | Result (Tick
No. Outcome Annex to verify if outcome
Number met)

The institution has valid contact details and N
1 ) %
physical address.

4EA OOUDPA T £ ET OOEOO(

2 nature of programmes that it offers.
3 The programmes offered at various locations

is clearly spelt out.

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

staff.

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, Organizational Focus and Structure

Indicate if the institution has met the Outcomes stated below:

No.

Outcome

Relevant
Annex
Number

Site visit
to verify

Evidence

Result ( Tick
if outcome
met)

The institution is constituted andlegally
recognized under a law of the country or
equivalent.

1

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

The institution has a clearly stated vision,
mission and goals.

The mission and goals guide decisiemaking,
planning, resource allocation and programme
development and delivery.

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

There is a welldefined and clear organizational

structure.

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

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

The organizational structure places people or

groups at appropriate levels to ensure adequats

authority for implementation and effective line
of reporting.

10

The keyresponsibilities of distinct positions are

stated and demarcated.

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 ofquality
education.

13

AEA E1 OOEOOOEI T 60 A& A

being the delivery of quality higher education.

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 Governance and Management

Indicate if the institution has met the Outcomes stated below:

Relevant Result
No. Outcome Annex Site V'.S't Evidence (Tick if
to verify outcome
Number
met)

The institution hasa governing authority with
1 | oversight responsibilitiesof all the
institutii Ts &ctivities

2 ] The governing board is lawfully constituted.
The powers and functions of the board and
3 | procedures for the conductof its members is 6
clearly specified.

The Directors of the institution are sufficiently
4 | experienced or qualified for the governance o}
the institution.

The head of the institution is appropriately

5 gualified academically and professionally.
There is a management team vested with
g | powers to make decisions, and is responsible

and accountable for the decisions that it
makes.

There is an academic committee or Senate fo
7 | the overall academic governance of the
institution.

Theinstitution has appropriate structures for

8 its corporate governance.

9 4EA ET OOEOOOEI TGO 1P
its statutes or by-laws or rules.
The various departments/divisions/faculties
are headed by suitably qualified personnel

10 who have powers to make decisions

independently and take responsibility and
accountability for the decisions that they
make.

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

Outcome

Number Comments
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B.3 Programme Development and Review

Indicate if theinstitution has met the Outcomes stated below:

Relevant o Result (Tick
Site visit )

No. Outcome Annex to verify if outcome
Number met)

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

The policy makes provision for the following:

a) Participation of students, staff and
stakeholders (ndustrial, professonal,
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.

¢) Outcomes of programmamonitoring 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 Comments

B.4 Learning and Teaching

Indicate if the institution has met the Outcomes stated below:

Relevant o Result (Tick
Site visit . )
Annex . Evidence | if outcome
No. Outcome to verify
Number met)

The institution makes available information on
1 . : 8
the programmes and services that it offers.

Only the programmes declared in the
application forms are offered by the institution.
There is a policy/procedures on learning and
teaching.

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

a) Learning and teaching activities and
associated resources provide every student
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with an equal and effective opportunity to
develop their skills andachieve the intended
learning outcomes.

b) Information Communications Technology is
integrated to enhance learning and
teaching/training.

¢) Varied and innovative teaching strategies
(including practical and field work) are applied
in the delivery of programmes

d) The efficientconduct of work-based and
practical attachments.

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
currency of professional and industral
practice.

g) There are structures for the sound conduct
of the processes on learning and teaching.

The institution has a system of assuring the
guality of its programnes 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 Comments

B.5 Financial Stability

Indicate if the institution has met the Outcomes stated below:

Relevant Site visit _ Result (Tick
No. Outcome Annex . Evidence | if outcome
to verify
Number met)
1 The institution has the financial capacity to 9
sustain its operations.
5 Financial planning is linked to institutional
goals and strategies.
The institution has appropriate personnel and
3 systems to ensure the conduct and reporting
of financial operations in accordance with
sound financial management practices.
4 The financial procedures and protocols are
clearly documented
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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

Comments

B.6 Staffing

Indicate if the institution has met the Outcomes stated below:

No.

Outcome

Relevant
Annex
Number

Site visit
to verify

Evidence

Result (Tick
if outcome
met)

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

The ratio of academic staff to students is
acceptable.

The academic staff are suitably qualified.

The technical staff have the requisite
gualification and industrial experience.

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

There isa policy on staffing which has
provisions on:

9 Selection and recruitment;

9 Professional development and training;
9 Evaluation and appraisal;

9 Promotion; and

1 discipline

10

The policy on staffing is clearly documented,
accessible, fair and is consistenwith the

o)

i EOOEIT 1

10

There are rules to govern the behavior and
conduct of staff.

In the table below, please provide detailed and specific comments, if you wish, on any of the outcomes

mentioned above. State the outcomenumber being referred to.

Outcome
Number

Comments
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B.7 Learner Information and Support

Indicate if the institution has met the Outcomes stated below:

No.

Outcome

Relevant
Annex
Number

Site visit
to verify

Evidence

Result (Tick
if outcome
met)

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

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

The procedures on selection and admission ar
fair, equitable, nondiscriminatory and clearly
documented.

Selection andadmission processes are
conducted in a professional manner by
authorized and competent staff.

During selection processes, students are
provided with detailed information on:
1 How selection, admission and enrolment
processes will be conducted?
1 What prospective students would have to
do?
9 Dates for changes to programmes and
refund of fees.

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

There are mechanisms for the provision of
support to learners.

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

Information on the nature and conditionsof
learner support are 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 educationaénhancement
and quality assurance.

11

There is an environment within which

students and staff 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 theorganization, and these

59




arrangements provide opportunities for all
students to be heard.

Student representatives have access to trainin
and ongoing support to equip them to fulfil
their roles in educational enhancement and
guality assurance effectively.

The rules and regulations governing the

14 | behavior and conduct of learners is clearly
documented and accessible to learners.

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 Comments

B.8 Physical and Learning Resources

Indicate if the institution has met the Outcomes stated below:

Relevant o Result (Tick
Site visit . )
No. Outcome Annex . Evidence if outcome
to verify
Number met)

The institution is located in an environment N
1 S ) : , %
which is conducive to teaching and learning.
The locationis clear from external -
2 : : . n
disturbances and noise pollution.

The classrooms and laboratories are
adequately sized to accommodate students.

The workspace per learner is appropriate

4 depending on the course of study.
The facilities arecompliant with the standards
5 12
for health and safety.
Separate male and female toilets are N
6 : n
adequately provided.
The provision of electricity, water and 5
7 o 7
telephone facilities are adequate.
8 ICT provision for staff and studentss W
adequate.
The Resource Centre/library is adequately .
9 | equipped to support the programmes being n
offered.
10 | The Common rooms for learners are adequatg i
Teaching aids such as overhead projectors,
11 boards, multimedia projectorsyideo and

audio equipment, computer and language
laboratories are adequately  provided.

The requisite equipment, tools and materials
12 | including photocopiers are available to meet
the requirements of the programmes.
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The institution ensures regular upgrading /
13 . i .
maintenance of buildings and equipment.
The standard of housekeeping, hygiene, N
14 ; o h n
cleanliness and sanitation is good.
The institution is committed to a timely review
15 - 13
and acquisition of resources.

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 Comments
Number

B.9 Assessment

Indicate if the institution has met the Outcomestated below:

Relevant Result
No. Outcome Annex Site V'.S't Evidence (Tick if

to verify outcome
Number

met)

There are regulations, policies and procedures

to ensure that the standard for each award of a

gualification is rigorously set and maintained at

the appropriate level, and that student
performance is equitably judged against this
standard.

The regulations, policies and procedures on

assessment are explicit, fair and contain

provisions for:

1 Reassessments and special assessment

Progressionand completion

Reporting assessment outcomes

Appealing assessment decisions

Dealing with unacceptable practices

There are mechanisms to ensure the following:

1 Assessment tasks are aligned to learning
outcomes/performance criteria.

1 Volume, timingand nature of assessment
enables students to demonstrate the extent
to which they have achieved the intended
learning outcomes.

3 1 Weighting, due date and marking criteria for
each assessment is clear and made availabl
to students.

9 Assessment is carried ousecurely and in
accordance with the principles of
assessment.

9 Feedback on continuous assessment is
timely, constructive and developmental.

9 Results of assessments are communicated t(

14

14

1
T
T
il

14

61



students promptly and in accordance with
stated timescales.
Theinstitution has panels, with membership,
4 | procedures, powers and accountability to
approve assessment tools and outcomes.
The proceedings of assessment boards and

5
assessment panels are recorded accurately.

6 The processes for gradir!g assessme_rmd 14
moderating marks are fair and explicit.

7 The records on assessment are secure and

systematically maintained.

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

Outcome

Number Comments

B.10 Reporting Learner Achievement

Indicate if the institution has met the Outcomes stated below:

Relevant Site visit . Result (Tick
No. Outcome Annex o verify Evidence | if outcome
Number met)
There are provisions on the issue of transcriptd
and certificates to learners who have
1 15
successfully completed a programme and met
all its requirements
The transcripts provide information on:
i Results obtained
9 Grading structure
1  Procedure for aggregation of credits
2 | Y conditions for issuance of qualifications
and results upon completion orpartial
completion of programmes; and
1 Conditionsand circumstancesfor re-
issuance 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

Comments
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B.11 Research

Indicate if the institution has met the Outcomes stated below:

Relevant Site visit Result (Tick
No. Outcome Annex . Evidence if outcome
to verify
Number met)
1 The institution has structures and provisions for 15
research and free intellectual inquiry.
2 Staff members are encouraged to carry out

research.

The findings of research are shared amongst
3 | staff and inform the development, delivery and
assessment of 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 Comments

B.12 Information Management

Indicate if the institution has met the Outcomes stated below:

Relevant L Result (Tick

Site visit . )

No. Outcome Annex . Evidence if outcome
to verify

Number met)

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

Controls are in place to ensure data is kept
securely and confidentially at all times.
4EAOA AOA AT 1T AEOQOEITO
3 | to their records and sharing of data with
stakeholders.

Data is being analysed, and the analysis

4 | informs the continuous improvement of the
institution and its provisions.

= =4 =8 =8 -4 -

63



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

B.13 Appeals, Grievances and Complaints Resolution

Indicate if the institution has met the Outcomes stated below:

Relevant Site visit Result (Tick
No. Outcome Annex : Evidence if outcome
to verify
Number met)
1 The institution has asystem to deal with 17

OOOAAT OO6 AT A OOAEE
The procedures and requirements for filing
2 | appeals, complaints and grievances are explic 17
and accessible to staff and students.

There is a committee to handle appeals,

3 | grievances andssues of discipline of students 17
and staff.
Appeals and complaints procedures are

4 | conductedin atimely and fair manner and 17

allow for representation by all parties

The institution ensuresthat appropriate ag¢ion
is taken following an g@peal or complaint.
There is a clear refund policy for students
which reflects equity and transparency.

There are reasonablearrangementsto protect
7 | students@nterestsin the case of thewinding
up of theinstituti on.

17

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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C. OVERALL COMMENTS & RECOMMENDATION

SUMMARY

The institution, through the information made available, has demonstrated its commitment to
the following [place atck 6 AAOEAA OET OA APbPI EAAAI Ay
Good governance

Transparency and accountability

Quiality leadership at all levels

Efficient, effective and productive operations

Quiality 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 itsclients

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

N I I O O O

Information sharing

COMMENDATIONS

GENERALCOMMENTS

Recommendation Granted

(tick (B Gppropriate box) Declined

Name of Evaluator: Signature:

Date: / /20
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Appendix 4: Template for Evaluation of Programme Accreditation Application

APPLICATION FOR ACCREDITATION OF PROGRAMME

EVALUATION TEMPLATE [FORM PAOQ2]

[TO BE COMPLETED BY THE EVALUATOR]

Instructions to the Evaluator

The tables below contain outcomes against which an applica tion for the accreditation of a
programme would be evaluated.

&1 O AAAE 1T OOAT T A 1T EOOAAh OEA OAI AGAT O AT 1 A@d(
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.

I OEAE jBbQq I 0060 AA PIi AAAA ET OEA 1 AOO Asiofit®i 1
AGEAAT AA POI OGEAAA ET OODPDPI OO0 1T &# OEA 1 OO6ATIT A I
Detailed and specific comments, if necessary, must be noted in the table that follows.

A. Detalls of Institution

Indicate if the institution has met theOutcomes stated below:

Relevant Lo Result (Tick
Site visit : .
No. Outcome Annex . Evidence if outcome
to verify
Number met)
1 | The name of institution is clearly specified. %

The institution has been accredited as a post
secondary education and trainingprovider.
The name and contact details of the
authorised officer is provided.

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:

Relevant Site visit . Result (Tick
No. Outcome Annex to verify Evidence | if outcome
Number met)
The title is concise, distinctiveappropriate and N
1. . %
indicative of the content.
5 The title includes a classification category (or
subject).
3 | The total number of credits is shown.
The total credit is the aggregate of the credits
4 | of the components stated in whole numbers
only.
5 | The credits are shown for each Level. Y

The length of the qualification is clearly defined
and is appropriate.
The qualification level complies with the

DOi AEI Ad 8

For aqualification offered in partnership with

8 | another organization, the name of the Joint 1

Awarding Partner is given.

The organisation (s) responsible for the

following functions are clearly specified:

a) Registration of Candidates

b)  Approval of Deliverysites

c)  Production of Assessment Guide

d) External Verification and Quality
Assurance

e) Certification 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 Comments
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C.1 Purpose, Outcomes and Admission Requirements

Indicate if the institution has met the Outcomes stated below:

Relevant L Result ( Tick
Site visit . )
No. Outcome Annex . Evidence if outcome
to verify
Number met)

The purpose statement addresses the

following questions:

a)  Who would the target learners be?

1 | b) Why learner should study the
gualification?

c) What industry needs would be met?

d) How the industry needs would be met?

The outcomestatement reflects the level

2 .

assgned.

The outcomestatementdescribes what a
3 holder of the qualification is expected to

achieve in relation to the application of
knowledge, skills and learning outcomes.

The outcome statement is aligned to anique
4 | level on the qualifications framework and its
level descriptors.

Theentry and selection criteria and
requirements (including -requisite and/or

5 pre-requisite requir ements) are fair,
reasonable andclearly stated.

6 There are provisionsfor cross credits, credit
transfer and recognition of prior learning.

7 There are provisions for industry experts to be
engaged in the assessment of RPL.
Entry restrictions (if any) and their reasons

8 o
are clearly stated and nondiscriminatory.

9 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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C.2 Components, Learning Outcomes, Level and Credit

Indicate if the institution has met the Outcomes stated below:

Relevant Site visit _ Result (Tick
No. Outcome Annex to verify Evidence if outcome
Number met)
The componentsthat make up the
1 e 2
gualification are stated.
The components areappropriate for the level,
2 | type, credit value and outcomes of the 2
gualification.
The components and learning outcomes
constitute a coherent programme whose
3 2
purpose meets theoutcome of the
gualification.
The levels of the componentare appropriate
4 | in terms of the mmplexity of thelearning 2
outcomesand the volume of learning
The purpose statement of the component is
5 | appropriate and aligned to the purpose othe 2
gualification.
The co and pre-requisites are clearly stated
6 | and reasonable for the nature and level of the 2
component.
7 The learning outcomes for each component 5
are measureable.
8 The levels and credits of all learning outcomes 5
are stated.
The total credit of each component is the
9 | aggregate of the credits of its learning 2
outcomes stated in whole numbers only.

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.3 Programme Design, Approval and Review

Indicate if the institution has met the Outcomes stated below:

Relevant Site visit _ Result (Tick
No. Outcome Annex t0 verify Evidence if outcome
Number met)
1 | Appropriate procedures were followed in the
development and approval of the programme.
2 | There is evidence of stakeholder involvement 3
in the development and approval of the
programme.

69




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 gualification and its components.

5 | Reviewedqualifications 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.

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.4 Delivery and Learning Methods

Indicate if the institution has met the Outcomes stated below:

Relevant Result
No. Outcome Annex Site V'.S't Evidence (Tick if

to verify outcome
Number

met)

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

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

The policy/procedures on workplace
attachment have provisions/arrangements for
the following:

a) Selection of an appropriate workplace

b) Selection of a suitablyqualified workplace
supervisor

4 | c) Provision of feedback to learners from 4
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

70



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

g) Safety and welfareof 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 Comments

C.5 Assessment and Moderation

Indicate if the institution has met the Outcomes stated below:

Relevant o Result (Tick
Site visit . .
No. Outcome Annex . Evidence if outcome
to verify
Number met)

The assessment plan(s) are outlined and
1 | practicable in terms ofresources, personnel 5
and timeliness.

Assessment methodologies are stated and
2 | compatible with the nature of qualification and 5
learning outcomes.

There are assessment activities for all
components and learning outcomes.

The assessmentasks are aligned to learning

4 5
outcomes.

5 The assessment activities are scheduled 5
sporadically in the duration of the qualification.

6 The volume and weighting of assessment taskj 5

is appropriate and made known to learners.
The pre-assessment meetings discuss learner
7 | preparation, assessment methodology 5
and assessment requirements.

The postassessment meetings discuss learner|
8 | achievement and provisions for reassessment 5
and appeals.

There are reasonablerovisions on the quality
assurance of the:

a) Development and approval of assessment
items and tools

b) Administration of assessment

¢) Grading and determination of assessment
outcomes.

10 | There is a system for the provision of regular
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feedback to learnerson their progress and final
achievement.

Feedback on continuous assessment is timely,
constructive and developmental.

The grading system for the recognition of

12 | various levels of performance are fair and 5
clearly documented.

There are provisions for re-assessments,
special assessments, dealing with impaired

11

13 )
performance and appealing assessment
decisions.
The conditions and requirements for re

14 assessments, special assessments, dealing wi

impaired performance and appealing

assessment decisions are fair and reasonable.

There are provisions for assessment appeal

15 | applications to be processed fairly and

objectively.

For moderation;

a) There is a valid, reliable and well
documented plan;

b) The criteria is clear transparent and
accessible to learners;

c) There is a transparent process for the
appointment of a suitably qualified
moderator.

16

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.6 Resources

Indicate if the institution has met the Outcomes stated below:

Relevant L Result (Tick
Site visit . .
No. Outcome Annex . Evidence if outcome
to verify
Number met)

The teacher to learner ratio for the

1 | qualification for the stated delivery mode (s) is
acceptable.

There is an adequate number of suitably

2 | qualified and/or experienced staff to deliver
the qualification.

There is a sufficient level ofeaching and
learning resources.

There is a detailed and acceptable acquisition
4 | plan for the replacement of existing resources 6
and acquisition of new resources.
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Support and guidance systems accessible to
5 | 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 Comments

C.7 Completion Requirements

Indicate if the institution has met the Outcomes stated below:

Relevant N Result (Tick
Site visit . )
No. Outcome Annex . Evidence if outcome
to verify
Number met)

The corecourses and electives are appropriate
and clearly documented.

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

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

The grading system and structure for the

4 | qualification is defined and clearly
documented.

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

The range of cross credits and special

6 | 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
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C. OVERALL COMMENTS & RECOMMENDATION

COMMENDATIONS

GENERAL COMMENTS

Recommendation Granted
(tick (B Gppropriate box) Declined
Name of Evaluator: Signature:

Date:

/20
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Appendix 5: Template for Quality Audit of Agency

QUALITY AUDITOF NATIONAL ACCREDITATION AGENCY

EVALUATION TEMPLATE [FORM NA01]

[TO BE COMPLETED BY THE EVALUATOR]

Notes for the Auditor

The tables below contain outcomes against which an agency would be audited.

! OEAE jBbQ I 000 AA bl Aakhlohtcomé thathaslbeen med Detalld of tiiei T
AOEAAT AA POT OEAAA ET 0OOPPT OO 1T &£ OEA T OOAT I A I
Detailed and specific comments, if necessary, must be noted in the table that follows.

1. Establishment and Recognitio n

Indicate if the agency has met the Outcomes stated below:

Result (Tick if

No. Outcome Evidence
outcome met)

The agency is established by virtue of a legal or equivalent
instrument.

1.2 | The functions and powers of the agency are cleargpecified.
The primary purpose of the agency is to set standards for

11

1.3 ) - L
education and training provision and programmes.
14 The agencyhasvision, misson, goals and objectives that
' are consistent with its purpose.
The outcomesand consequencesof the processes and
15 activities of the agency areaceepted within the higher

education system,by the State the stakeholdersandthe
public.

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

2. Governance, Management and Structure

Indicate if the agency has met the Outcomes stated below:

Result (Tick if

No. Outcome Evidence
outcome met)

Theagency has a governing body whose members are suitably
gualified and experienced.

2.2 | The membership of the governing body is representative of the
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various sectors of education and training in the country.
The governing body hasa strategic role in providing directions

2.3 . . :

on effectivemanagement of its operations.

There is a management team responsible for the efficient
2.4 .

conduct of the functions of the agency.
o5 The members of the management team are appropriately

gualified and experienced.

There is a clear demarcation between the deliverables and
2.6 | accountabilities of the governing body and the management
team.

There is awell-defined organizational structure which reflects
2.7 | the nature of positions and personnetequired to carry out the
functions of the agency.

The reporting relationships and line of authority are clearly
specified in the organizational structure.

2.8

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

3. Independence and Autonomy

Indicate if the agency has met the Outcomes stated below:

Result (Tick if

No. Outcome Evidence
outcome met)

The agency is independenand actsautonomously.

a) Organisationalindependence - the documentation on the
establishment of the agency shows itmidependencefrom
higher eduaation institutions, Government and other
stakeholders.

b) Operationalindependence - the definiti on and operation of
the A C AT gkdddiides andmethods aswell asthe
nomination and appointment of external expertsare
undertaken autonomouslyandindependently from third
parties such ashigher eduation institutions, Government
and other stakeholders.

¢) Independenceof formal outcomes- while expertsfrom
relevant stakeholder organisationstake part in quality
assuranceprocessesthe final outcomesof the quality
assuranceprocessesemain the responsibility of the agency.

The ACAT AUBO AAAEOGEIT T O 11 NOAI

consistent and based on pralefined and publicized criteria.

4EA ACAT AU EAO ET bl AAA [oRAE

3.3 | interest in the work of its governing body, management and

staff.

3.1

3.2
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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 Comments

4.  External quality assurance criteria and processes for HEIs

Indicate if the agency has met the Outcomes stated below:

Result (Tick if

No. Outcome Evidence
outcome met)

The agency has well defined and clearly documented processes
4.1 | and criteria for the quality assurance of institutions and their
programmes.

The quality assurance policies, procedures, guidelines and

4.2 : : :
requirements are publicly available.
43 4EA ACAT AUGO NOAI EOU AOOOOAI
' international guidelines.
There is evidence of stakeholder involvement in the
4.4 L :
development ofstandards and criteria for quality assurance.
45 The quality assurance reports prepared by the agency are

accessible to stakeholders.

The agency regularly holds sessions tadvise institutions

4.6 | about the criteria and requirements for quality assurance and
how they could demonstrate their compliance of them.

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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5. Internal Quality Assurance System

Indicate if the agency has met the Outcomes stated below:

Result (Tick if

No. Outcome Evidence
outcome met)
51 The agency hapolicies and procedures on internal quality
assurance.
The policies and procedures on internal quality assurance
52 |[AAiT1 OO0OAOA OEA ACAT AUB8O AAZ

and are publically available.
The agency ensures that its staff areompetent and act

5.3 . .
professionally and ethically.
54 There are_processeﬁo ensurethe quality of outputs, activities
' and material produced bythe staff and agents of the agency.
55 There are regular selfreviews of the agency by adequately

gualified and experienced personnel.

The agency hasn place internal and external feedback

5.6 | mechanismsthat lead to continuous improvementwithin the
agency.

The agency makes accessible reports on its quality assurance

57 to the stakeholders.

58 Theagency prod_uces its annual and audited financial reports
' on a regular basis.

59 The agency is affiliated to and collaborates with regional and

international quality assurance agencies and networks.
The agency has a website through which firovides public
5.10 | information about itself and the outcomes of the processes tha
it administers.

There is a dedicated team of staff who are primarily
responsible for assuring the quality of its operations.

The agency has established andearly documented processes,
5.12 | procedures and guidelines on its administrative, financial and
human resources operations.
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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 Comments

6. Resources

Indicate if the agency has met the Outcomes stated below:

Result (Tick if

No. Outcome Evidence
outcome met)

The agency has an adequate level of physical and financial
resources to carry out its functions and responsibilities.
There is an adequate level of suitably qualified and
experienced staff in the agency.

6.1

6.2
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6.3 The agency has a pool of qualified and trained assessors and
' auditors.
There arestrategies and provisions for continuous
6.4 . o
professional development and training of the staff.

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

7. Representation and Appeals

Indicate if the agency has met the Outcomes stated below:

Result (Tick if

No. Outcome Evidence
outcome met)

There are clearly defined provisions for institutions to seek
review of the decisions made by the agency.

The policies, procedures and requirements of reviews are fair
and publicly available.

There is an independent committee to handle applications for
review of decisions.

Representations and appealprocedures are conductedin a

7.4 | timely and fair manner and allow for representation by all
parties.

The outcome of an appeal is relayed to the institution within a
reasonable period of time.

There is confidence that the outcomes of representatiorand
appeals would be respected and complied with by all parties.

7.1

7.2

7.3

7.5

7.6

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

8. Reporting

Indicate if the agency has met the Outcomes stated below:

Result (Tick if

No. Outcome Evidence
outcome met)

The agency ensures that the reports that it prepares are clear,
factual, accurateand supported by authentic evidence.

The quality assurance reports prepared by the agency contain
information on: outcomes/decisions, reasons for decisions,

8.1

8.2
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recommendations on remedial measures, and provisions for
reconsideration and appeal.

The reports on institutions and their programmes are made
available to the institutions within a reasonable period of time.
The agency clearlycommunicates any issues for instit utional
8.4 | follow-up for redress with adefined timeframe and expected
outcomes.

8.3

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 Comments

9. Information Management

Indicate if the agency has met the Outcomes stated below:

Evidence Result (Tick if
No. Qutcome outcome met)
9.1 | There is a credible system for the collection and management
of data.

9.2 | The agency systematically maintains records of official dat:
decisions andoutcomes of its processes.

9.3 | There are documented procedures governing the safe keep ai
release of confidential data.

9.4 | Data isanalyzedand results are used in the overall developmen
of the education and training sector in the country.

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 Comments
Number
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C. OVERALL COMMENTS & RECOMMENDATION

SUMMARY

The agency, through the information made available, has demonstrated its commitment to the
following [place atck 6 qQ AAOEAA OET OA ADPbI EAAAI Ay

Good governance

Independence and Autonomy

Transparency and accountability

Quality leadership at alllevels

Alignment with best practices on quality assurance
Efficient, effective and productive operations
Organisational and individual integrity and capability
Professionalism in all aspects of its work
Commitment to serving its clients

Strive for quality and excellence

Being ethical, just and fair

Culture of dialogue, collaboration and engagement

ODO0o0o0ooooOOoOoood O

Information sharing

COMMENDATIONS

GENERAL COMMENTS

Recommendation Highly Confident

(tick (B Gppropriate box) Confident

Not yet Confident

Name of Evaluator: Signature:

Date: / /20
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