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Accreditation desktop review checklist


ACCREDITATION CHECKLIST 

FOR DESKTOP REVIEW
	Created by:
	C. Janish
	Date:
	January 2009

	Approved on:
	
	Approved by:
	
	Signed:
	

	Amended:
	
	Amended by:
	
	Signed:
	

	Amended: 
	
	Amended by:
	
	Signed:
	

	Next review date:
	January 2010


	Action: 
	Desktop Review 


	Name of provider: 
	

	Company registration number:
	

	Company levy number:
	

	SIC code:
	


	Details of contact person: 
	Name:

	
	Tel number:

	
	Cell number:

	
	Fax number:

	
	Email address:


	Context description

	Desktop Review
	ETQA member:
	

	
	Time:
	

	
	Date:
	


	Purpose of evaluation
	To verify the following:

Quality management
	Tick

     Ο

	
	Strategic management
	     Ο

	
	Accreditation
	     Ο

	
	Marketing
	     Ο

	
	Learning programme development, delivery and evaluation
	     Ο

	
	Financial management
	     Ο

	
	Staff selection, appraisal and development
	     Ο

	
	Learner entry, guidance and support
	     Ο

	
	Assessment management
	     Ο

	
	Reporting
	     Ο

	
	Document and record management
	     Ο

	
	Health and safety management
	     Ο

	
	Management system review
	      Ο

	
	Any other purpose:


	


	The following aspects were reviewed during the verification process
	Meet requirements
	No evidence
	Evidence not according to requirements
	Comments
	Action required

	General Business Information

	Organisation’s registered name
	
	
	
	
	

	Organisation’s trading name
	
	
	
	
	

	Organisation’s legal status
	
	
	
	
	

	Postal and physical address
	
	
	
	
	

	Contact details of two people, including ID numbers
	
	
	
	
	

	Proof of legal status
Evidence:

Company registration number

VAT registration number

SIC code

SARS / SD levy number
	
	
	
	
	

	Provider focus:

Delivery and assessment

Delivery only

Assessment only
	
	
	
	
	

	Number of years in current business
	
	
	
	
	

	Contact details of primary and secondary contact supplied
	
	
	
	
	

	Management systems

	Does the provider have a documented Quality Management System which includes:
· Policies

· Procedures

· Review mechanisms

Evidence:

Quality assurance policy and procedures that indicate how the quality of learning provision is maintained
	
	
	
	
	

	Quality management takes place in an ordered and formalised way

Evidence:

Responsibilities are identified, assigned, documented and communicated

The quality management role has been assigned to a position
	
	
	
	
	

	The provider’s services are promoted, sustained and continually improved

Evidence:

Allocation of marketing responsibilities to identified individuals or groups
	
	
	
	
	

	Financial management
	
	
	
	
	

	The provider has implemented a financial management control system

Evidence:

Unqualified audit report
	
	
	
	
	

	Physical resources
	
	
	
	
	

	Sufficient physical resources are available to deliver ETD activities and these adhere to the requirements and needs of the ETQA

Evidence:

Lecture rooms available and sufficiently equipped

Planned usage of physical resources 

Refreshment facilities provided

Adequate ablution facilities provided
	
	
	
	
	

	Equipment and accommodation used for purposes of training meet the requirements of relevant health and safety legislation

Evidence:

Compliance with H&S regulations

Evacuation procedures

Other
	
	
	
	
	

	Staff resources

	Sufficient staff to support all activities

Delivery

Support (admin and learner support)

Assessment and moderation

Other
	
	
	
	
	

	Individuals are eligible to practise as trainers, facilitators, assessors, moderators, etc in accordance with NQF requirements

Evidence:

CVs
List of names 

Qualifications verified

Qualification at a higher level
	
	
	
	
	

	An established system to review performance of ETD practitioners in the workplace

Evidence:

Copy of performance contract 
Performance review system
	
	
	
	
	

	If ETD practitioners are appointed externally, the required contracts and agreements are signed

Evidence:

Copy of contract

Code of conduct
	
	
	
	
	

	Learner support

	Clear procedures and guidelines are provided that will enable learner support
Evidence:

Learner support policy

Examples of breakdown of what learners receive

Learner orientation materials

Samples of learner contracts

Grievance / appeals procedures
	
	
	
	
	

	Administration systems related to assessment practices

	Administration is maintained and completed, up-to-date records showing judgements of evidence, assessment decisions and candidate records

Evidence:

LMS in place

Typical admin records related to programmes

Typical records kept per learner

Procedures for record keeping
	
	
	
	
	

	Information is stored securely and disclosed only to those who have a right to it
Evidence:

How is information stored

Confidentiality policy
	
	
	
	
	

	Programme and training development

	Clear standards and criteria have been established and maintained to ensure the effectiveness of all programmes

Evidence:

Sample of analysis and design documents
NQF principles are considered and incorporated into the development of all learning programmes 
	
	
	
	
	

	The application of skills in the workplace is an integral part of ETD programmes and strong, growing links with employers are established, reviewed and maintained

Evidence:

Application of  skills in the workplace

Reports from the workplace
	
	
	
	
	

	The curricula offer learners a diverse and extensive range of ETD programmes and courses and provides credits towards qualifications

Evidence:

List qualifications offered

Number of learners per programme

Training schedules
	
	
	
	
	

	ETD programmes and courses are registered and approved by quality assurance authority

Evidence:

Programme is approved by SETA
	
	
	
	
	

	GENERAL ASSESSMENT PRACTICES
	
	
	
	
	

	Assessors have all relevant assessment documentation prepared and organised to follow the assessment process

Evidence:

Assessment and RPL guides include plans, learner preparation, instruments, feedback reports, competence judgements and reviews
	
	
	
	
	

	Procedures for certification of learners in place
Evidence:

Certification procedures

Samples of all the records to support certification
	
	
	
	
	

	MODERATION PRACTICES

	Internal and external verification and moderation procedures and activities are clearly documented, consistent with national requirements and ensure the quality and consistency of quality assurance practices

Evidence:

Policy and procedures for moderation
List of qualified moderators
	
	
	
	
	

	Moderators provide assessors with relevant feedback and support to achieve consistency in assessment and accurate advice on the use of different types of evidence

Evidence:

Sample of moderators reports

Any other relevant communication
	
	
	
	
	

	Moderation takes place in a planned and scheduled manner
Evidence:

Moderation plan indicates sample of judgement
	
	
	
	
	


	FINAL JUDGEMENTS


	
	YES / NO
	COMMENTS ON FINDINGS

	Has the purpose of the verification been met
	
	

	Certification of learners can commence
	
	

	Training practices can commence
	
	

	Assessment practices can commence
	
	

	Accreditation approved
	
	


	Estimated date for on-site verification
	Date
	


	General verification rating

1 – No evidence     2 – Some evidence      3 – Evidence but requires more work    4 – Sufficient evidence     5 – Good practices

	Quality management systems
	
	Physical resources
	
	Staff resources
	

	Learner support
	
	Administration
	
	Record systems
	

	ETD practices
	
	Moderation
	
	Assessment 
	


	ETQA specialist signature
	ETQA  manager signature
	Date
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