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NOTE: You are NOT required to submit your completed self-evaluation to the CHIETA ETQA. The self-evaluation process has been designed to assist you to assess your organisation against the criteria and is not to be submitted to the CHIETA. You should, however, keep a copy of your completed self-evaluation process on site for review by the CHIETA ETQA if necessary.

Once you have completed the self-evaluation process, you should begin completing the programme evaluation forms. 
1 Introduction

As outlined in the Provider Guidelines for Accreditation and Programme Approval, providers seeking accreditation with the CHIETA ETQA are requested to complete a self-evaluation as part of the preparation for the accreditation process. In essence, the self-evaluation allows you to rate your organisation’s status against the defined accreditation criteria outlined by the CHIETA ETQA. 

Note: Providers seeking programme approval status from the CHIETA ETQA are not required to complete the self-evaluation process. However, the CHIETA recommends that providers seeking programme approval conduct this exercise, wherever possible, to assist you to ensure that all the required criteria are in place

2 What is the Purpose of Self-Evaluation?

Self-evaluation is the process whereby providers reflect on their own practices in order to determine the extent to which they have all of the requirements for accreditation in place. The self-evaluation provides you with an opportunity to carefully review your accreditation readiness and then to put plans in place to ensure that you are able to meet any outstanding requirements before the CHIETA conducts a site visit to your organisation. 

The self-evaluation process has been instituted to encourage you not only to check that you are in alignment with CHIETA criteria, but also to reflect on whether or not your organisation is delivering high-quality learning programmes that meet the needs of learners, clients and other stakeholders. 

You should use this opportunity to genuinely and thoroughly examine your practices and to make adjustments and amendments as required. 

As you conduct the self-evaluation process, it is important to keep the following five important questions in mind:

1. How effective is the current state of practice in terms of learning, the delivery of learning and assessment and what do we want to change to make it more effective?

2. What do we hope to achieve through these changes?

3. What is available in our organisation to support this process of change?

4. Do we have tools or resources to effect such changes?

5. What other support would be necessary to support such change (within and beyond the organisation)?

3 How to Conduct the Self-Evaluation

Wherever possible (i.e. where the provider is not owned and managed by a single individual) you should put a team together of appropriate employees/managers in the organisation in order to conduct the self-evaluation process. This could include the following:

· Operational managers;
· Financial managers;
· Human resource managers;
· Curriculum designers/developers;
· ETD practitioners, including assessors and moderators; and
· Administrators

Keeping in mind the five important questions outlined in section 2, the team (or individual provider) should go through each of the accreditation criteria listed below and rate the organisation’s state of readiness against each individual criterion. If additional development work is required, the provider should indicate in the appropriate columns the actions required, who will perform the actions and what the timeframe for completion will be. 

If you find that your organisation meets the provisional or full accreditation criteria and no further developmental work is required, you should start completing the programme evaluation forms. Once these are complete, they should be submitted to the CHIETA ETQA.

If you find that your organisation does not yet meet the provisional accreditation criteria, you should put a plan in place to meet these. Once you are certain that the outstanding criteria have been met, you should begin completing the programme evaluation forms for submission to the CHIETA. 

The table that follows in section 4 provides the list of criteria and additional information, as well as spaces for the completion of the self-evaluation, as follows:

Column A indicates the accreditation criteria.

Column B provides details of what the evidence requirements for each criterion are.

Column C details whether or not the evidence should be submitted as part of the application form (the application form also indicates this), stored on site or submitted as part of the programme evaluation forms (the programme evaluation forms also indicate this). Any evidence that needs to be stored on site should be available for the ETQA to review for the accreditation site visit, as well as the subsequent monitoring or audit visits. 

Columns D and E indicate the requirements for delivery and assessment, and assessment only, sites as well as what is required for provisional accreditation and full accreditation for each. 

Column F provides a space for you to insert your rating in terms of each of the relevant criteria. You can rate your adherence to each of the criteria by using the following rating scale:

	Rating
	Description of Rating

	5
	The criterion is completely in place and is being implemented effectively.

	4
	The criterion is mostly in place and is being implemented effectively but small adjustments are required for compliance.

	3
	The criterion is partly in place but requires several adjustments for compliance.

	2
	The criterion is mostly not in place and requires significant development and/or adjustment for compliance.

	1
	The criterion is not in place at all and compliance requirements are currently not met. 


Column G provides a space for you to insert what actions will be required in order to meet the accreditation criteria. Depending on your rating of compliance for each criterion, you should detail in this column what actions will be taken in order to move towards compliance.

Column H provides a space for you to insert the name of the individual who will responsible for actioning the items in Column G.

Column I provides the deadline date for completion of the actions. 

FA (Full Accreditation) indicates the maximum accreditation requirements for Full accreditation status.

PA (Provisional Accreditation) indicates the minimum accreditation requirements are for Provisional accreditation status.

Self-Evaluation Checklist

	No
	A: Accreditation Criteria
	B: Evidence Requirements
	C: Evidence Submission/Storage
	D: Delivery and Assessment
	E: Assessment only
	F: Rating
	G: Action (if required)
	H: Person Responsible
	I: Deadline

	
	
	
	
	FA
	PA
	FA
	PA
	
	
	
	

	1
	Legal requirements

	1.1
	Holding company or provider is a legal entity.
	Document indicating legal status as one of the following (to include registered name and registration number):

· Partnership

· Company

· Trust

· Closed corporation

· Section 21 company

· Agency 

· Provincial Department of Education confirmation that institution is a public FET institution

· Other
	To submit with application
	(
	(
	(
	(
	
	
	
	

	1.2
	Provider is tax compliant.
	Tax clearance certificate

[Note that even if you are a new provider, SARS will provide you with a tax clearance certificate, providing you are registered with them and have been complying since you started up.]
	To submit with application
	(
	(
	(
	(
	
	
	
	

	1.3
	Provider is registered as a levy payer with the relevant SETA (if applicable).
	Skills Development Levy number OR

Exemption where applicable (i.e. less than R500 000 payroll per annum)
	To submit with application
	(
	(
	(
	(
	
	
	
	

	1.4
	Provider is registered with the Department of Education as an E&T provider.
	Copy of provider’s application for registration OR

Copy of the Department of Education’s acknowledgement letter to the provider (if available) OR

Copy of registration certificate (if available)

[Note: On 6 June 2005 the Department of Education gazetted a notice that private FET providers are required to register with the Department. Contact the Department on 012 312 5880 or consult the website on http://www.education.gov.za/FETregistration/application.xls for more information.]
	To submit with application
	(
	
	(
	
	
	
	
	

	1.5
	The provider complies with occupational health and safety standards.
	Providers to sign Declaration of Occupational Health and Safety for Learners attached to the application form
	To submit with application
	(
	(
	(
	(
	
	
	
	

	1.6
	The provider abides by the principle of ‘”One provider, one ETQA”.
	A signed statement is provided by the provider that the applicant provider is neither accredited by another ETQA  nor applying for accreditation by another ETQA.
	To submit with application
	(
	(
	(
	(
	
	
	
	

	2
	Quality Management System

	2.1
	There is a quality management system (QMS) in place for the provision of education and training and all aspects related thereto.


	The QMS may contain documentary evidence of the following:

· Documentation relating to the purpose of the provider, including a mission statement, statement pertaining to the areas of learning in which the provider operates and a commitment to learners

· Strategic business and operational plans linked to the provision of education and training and the delivery/assessment thereof

· Policies and procedures for implementing plans related to delivery, including the following:

· Quality management policies and procedures

· HR policies and procedures

· Policies and procedures for the management of assessment

· Policies and procedures for learning programme development and delivery

· Policies and procedures for learner entry, guidance and support

· Policies and procedures for infrastructure and resources, etc.


	To be available on site
	(
	
	(
	
	
	
	
	

	2.2
	There are systems and procedures in place for the monitoring and evaluation of the provision of education and training.
	As part of the QMS, a written learning programme monitoring and evaluation policy/procedure that outlines when and how the learning programmes and the assessment thereof will be reviewed/evaluated for compliance to applicable unit standards. 

The documents should include procedures to modify learning programmes and assessment procedures, if necessary, to accommodate changes in learning pathways, learning opportunities and/or unit standards.

The document should also include procedures for how regular feedback is to be obtained from learners (e.g. programme evaluation forms), stakeholders (e.g. client satisfaction surveys) and relevant subject matter experts. 


	To be available on site
	(
	
	( Where re-

levant
	
	
	
	
	

	3
	Learning Programme Development and Delivery


	3.1
	Learning programmes are stated in a programme outline.
	Programme evaluation forms are completed and submitted to the ETQA.
	Submit programme evaluation form.
	(
	(
	
	
	
	
	
	

	3.2
	Learning programmes are designed against registered unit standards and/or qualifications.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	
	
	
	
	
	

	3.3
	Learning programmes are expressed as outcomes that clearly indicate embedded knowledge, reflective knowledge and practical knowledge to be in place on programme exit.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	
	
	
	
	
	

	3.4
	The methods of learning are appropriate to the identified outcomes and cover understanding of embedded knowledge, reflective knowledge and, if applicable, practical knowledge.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	(
	(
	
	
	
	

	3.5
	Teaching and learning strategies are appropriate for self-paced and self-managed learning and achievement, especially in case of workplace provider. Flexible time-tabling is facilitated.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	
	
	
	
	
	

	4
	Learner entry, guidance and support

	4.1
	There is a set of policies and procedure in place outlining how learners are introduced to and supported through the learning programme(s) and all aspects related thereto.
	Written copy of policies and procedures to illustrate that learners are introduced to and supported through learning programme. (e.g. Policies and Procedures for Learner Entry, Guidance and Support).

The procedure should include information on learner pre-assessment guidance and support and post-assessment feedback procedures. 


	To be available on site
	(
	(
	(
	(
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	
	
	
	
	
	
	
	

	4.2
	There are clear entry-level assumptions for learner access to learning programmes.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation from and required attachments.
	(
	(
	
	
	
	
	
	

	4.3
	Providers are able to perform pre-programme assessments for learner entry onto a learning programme, where relevant and applicable.


	Policy and procedure for learner pre-programme assessments linked to entry level requirements

[Note: The CHIETA defines the Recognition of Prior Learning as the assessment of learners for the awarding of formal credits linked to the National Qualifications Framework. The pre-programme assessments referred to here are not considered RPL assessments, as they do not lead to the awarding of credits. Rather, pre-programme assessments can be used to ascertain whether or not learners meet the entry-level requirements and can assist the provider to identify possible bridging courses that may be required, or where learners may require additional support.]
	To be available on site
	(
	
	
	
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	
	
	
	
	
	
	
	

	4.4
	Support services to learners (e.g. academic support, counselling, career guidance, etc) are accessible and effective.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	
	
	
	
	
	

	5
	Recognition of Prior Learning (RPL)

	5.1
	There is an RPL policy as well as RPL procedures in place for the provision of RPL assessments for credit on the NQF. 
	RPL policy and procedures
	To be available on site
	(
	
	(
	
	
	
	
	

	5.2
	The RPL policies and procedures are in line with the CHIETA’s RPL Process Guidelines and RPL Implementation Manual.
	RPL policies and procedures
	To be available on site
	(
	
	(
	
	
	
	
	

	6
	Policies and practices for the management of assessment

	6.1
	Assessment policies and procedures are in place.
	Assessment policies and procedures that include the following:

· The types of assessments that are used and how they are to be managed
· A moderation policy and procedures outlining how moderations are to be used and managed
· Security and confidentiality requirements relating to assessments and learner results

	To be available on site
	(
	(
	(
	(
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	
	
	
	
	
	
	
	

	6.2
	Assessment methods are in keeping with the aims and outcomes of the learning programme as specified in the unit standard or qualification.
	Assessment policies and procedures
	To be available on site


	(
	(
	(
	(
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	
	
	
	
	
	
	
	

	6.3
	The assessment cycle includes both formative (not for credit) and summative (for credit) assessment.
	Assessment policies and procedures 
	To be available on site


	(
	(
	(
	(
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	
	
	
	
	
	
	
	

	6.4
	Assessments address both the theoretical and practical components of the programme (i.e. they reflect knowledge, understanding and application).
	Assessment policies and procedures 
	To be available on site


	(
	(
	(
	(
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	
	
	
	
	
	
	
	

	6.5
	The timing and arrangements for assessment are flexible to accommodate the specific needs and/or constraints of the learner.
	Assessment policies and procedures 
	To be available on site


	(
	(
	(
	(
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	
	
	
	
	
	
	
	

	6.6
	Learners are provided with all the assessment information timeously, including learning outcomes, assessment criteria, the assessment procedures and the assessment plan.
	Assessment policies and procedures


	To be available on site


	(
	(
	(
	(
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	
	
	
	
	
	
	
	

	6.7
	Internally moderated assessment tools and instruments are clearly defined and documented. A registered CHIETA moderator must moderate assessment tools and instruments before they are used for assessment purposes. The instruments and tools must also be re-moderated whenever changes are made.
	Assessment tools and instruments 
	To be available on site


	(
	(
	(
	(
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	
	
	
	
	
	
	
	

	6.8
	There is an assessment appeals process in place for learners.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	(
	(
	
	
	
	

	6.9
	Internal and/or external moderation procedures for the moderation of learner results are in place.
	Moderation policies and procedures
	To be available on site
	(
	(
	(
	(
	
	
	
	

	
	
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments
	
	
	
	
	
	
	
	

	6.10
	For each learning programme, at least 10% of all assessments conducted per assessor should be moderated per batch of learners. (A batch of learners includes learners who completed the same learning programme, even if this learning programme was completed at different sites.)
	Moderation policies and procedures
	To be available on site
	(
	(
	(
	(
	
	
	
	

	6.11
	There is a set of policies and procedures in place that governs the management of off–site, practical and/or outsourced assessment components (where appropriate).
	For full accreditation, a policy and procedure document on how off-site, practical and/or outsourced assessment takes place. This should include the following:

· Management of fees and payment regulations

· A declaration that the provider remains accountable for the quality of off-site, practical and/or outsourced assessments (a copy of this declaration is attached to the application form)

· Procedures for maintaining learner records, data and credits across service providers
For provisional accreditation this should include the following:

· A letter confirming arrangements for off-site, practical and/or outsourced assessments

· A declaration that the provider remains accountable for the quality of off-site, practical and/or outsourced assessments (a copy of this declaration is attached to the application form)
	To be available on site


	(
	(
	(
	(
	
	
	
	

	7
	Physical, administrative and financial resources

	7.1
	Physical resources

	7.1.1
	Provider has access to (or has ownership of) the required facilities or premises for the delivery of learning programmes.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments
	(
	(
	(
	(
	
	
	
	

	7.1.2
	The educational resources e.g. software, audiovisual materials, written materials and books are reasonably and responsibly accessible to the learners.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	
	
	
	
	
	

	7.1.3
	The applicable equipment, machinery and tools for the delivery and assessment are current with sub-sector and reasonably and responsibly accessible to learners.
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	(
	(
	
	
	
	

	7.2
	Administrative resources

	7.2.1
	As part of the QMS, there is a policy and procedure in place outlining the capturing, storing, maintaining and updating of learner information, from enrolment, through the learning programmes, and exit from the learning programmes. This could be an electronic or manual information system.
	Learner information should include the following:

· Name and learner number

· Contact details

· Demographic information

· Education and training background and experience

· Special and additional learning needs

· Resource factors

· Programme for which learners are registered

· Performance during the programme

· Achievement during and at the end of the programme
	To be available on site
	(
	(
	(
	(
	
	
	
	

	7.2.2
	The learner records are provided in a format that conforms to SAQA and CHIETA requirements. 
	Learner records (or evidence of a learner record system/templates where no learners have yet been enrolled)
	To be available on site
	(
	(
	(
	(
	
	
	
	

	7.2.3
	Learners are enrolled with the CHIETA ETQA.
	Learner records (or evidence of a learner record system/templates where no learners have yet been enrolled)
	To be available on site
	(
	(
	(
	(
	
	
	
	

	7.2.4
	The learner records are secure and kept confidential.
	Secure paper-filing facilities and/or a secure computer-based system of records
	To be available on site
	(
	(
	(
	(
	
	
	
	

	7.2.5
	There is a back-up set of the following learner records (either in electronic or hard copy format):

· Learner assessment records

· Learner contracts (e.g. learnership contracts)

· Learner certificates
	Back-up copies of:

· Learner assessment records

· Learner contracts (e.g. learnership contracts)

· Learner certificates
Where no learners have yet been enrolled, evidence of a back-up system/procedure should be in place.
	To be available on site
	(
	(
	(
	(
	
	
	
	

	7.2.6
	Learner portfolios of evidence and contracts (e.g. learnership contracts) are kept for a minimum of 3 years after programme completion before being returned to learners or destroyed. Learner assessment results and certificates should be retained for 20 years.
	Learner records (or evidence of a learner record system/templates where no learners have yet been enrolled)
	To be available on site
	(
	(
	(
	(
	
	
	
	

	7.3
	Financial resources

	7.3.1
	As part of the QMS, there are financial management policies and procedures in place to identify the financial requirements for the development, delivery and evaluation of the learning programmes offered over the accreditation period and into the foreseeable future.
	At least the following are in place as per Guideline Document on Policy and Procedure for Infrastructure and Resources:

· An environment of financial control

· Financial policy

· Budget

· Monitoring the actual income and expenditure against the budget

 or

Financial Policies and Procedures in line with Generally Accepted Accounting Principles (GAAP)
	To be available on site
	(
	(
	(
	(
	
	
	
	

	8
	Human resources, staff selection, appraisal and development (applicable to the E&T staff)

	8.1
	As part of the QMS, there is a set of ETD staffing policies and procedures that outline ETD staff selection, appraisal and development requirements, where relevant (more than 5 employees).
	ETD staffing policy and procedures


	To be available on site
	(
	
	(
	
	
	
	
	

	8.2
	As part of the QMS, there is an ETD staff recruitment and selection policy and procedures that comply with applicable legislation e.g. employment equity and labour relations requirements, where relevant (more than 5 employees).
	Human Resource Policy and Procedures and Employment Equity Plan (where relevant)
	To be available on site
	(
	
	(
	
	
	
	
	

	8.3
	ETD staff have access to staff development opportunities that are planned, resourced and equitable, where relevant (more than 5 employees).
	Human Resource Policy and Procedures
	To be available on site
	(
	
	(
	
	
	
	
	

	8.4
	ETD practitioners are subject matter experts and are competent (as a minimum) in the “facilitate learning programmes using a variety of methodologies” unit standard. 
	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	(
	(
	
	
	
	

	8.5
	For provisional
 and full accreditation, moderators/moderator teams
 and assessors/assessor teams are trained and declared competent in the relevant unit standards and are registered with the CHIETA as constituent assessors or moderators.


	Relevant section/s of programme evaluation form are completed and submitted to the ETQA.
	Submit programme evaluation form and required attachments.
	(
	(
	(
	(
	
	
	
	


� Providers do not have to develop their own programmes internally in order to become accredited and may use programmes that have been developed elsewhere, as long as they are appropriately adapted.


� Providers should note that you can outsource your assessments to external registered constituent assessors until such time as your own assessors are registered with the CHIETA, and so this criterion should not hold you back in terms of getting accredited. The CHIETA also has support mechanisms in place to facilitate the training and registration of assessors and you should check the CHIETA ETDQA Division or website for updates of these.


� Assessor and moderator teams refer to teams composed of a person with subject matter expertise in any of the qualifications and/or standards that fall within the CHIETA’s primary focus and a generic assessor or moderator is a person who is declared competent in assessment or moderation and does not necessarily have subject matter expertise that falls within the CHIETA’s primary focus. These teams allow for assessment or moderation to take place in instances where the assessor or moderator does not have the required subject matter expertise.
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