	DRAFT SOP FOR ASSESSMENT AND CERTIFICATION 

	SOP Title 
	Certification of GSQ candidates

	SOP Number: A & C 1
	Version: 002
	Effective Date:

	Purpose
	To formally certificate competent candidates after the successful completion of their GSQ assessment

	Scope
	Assessment procedures.
Grading, evaluation, and validation of results.
Issuance of certificates to successful candidates.
Procedures for re-evaluation or appeals

	References
	GSQF policy document
Assessment Portfolio
Candidate’s Registration form


	Procedures 

	Step No 
	Step Title 
	Description 
	Personnel
	Resources 

	1 
	Submission of assessment portfolios to NAQAA by assessors
	The assessor submits the assessment portfolios of all the assessed candidates to A&C staff

	Assessor
A & C staff
	Assessment Portfolios

	2
	Verification of Portfolios by A&C staff 
	The submitted portfolios will be verified to ensure that all pages are filled correctly and that the candidates have signed the entire portfolio
	A & C staff
	Assessment Portfolios

	3
	Preparation of Candidate details for printing
	Details of competent candidates will be extracted from the candidate's registration form for the preparation of the certificates

	A & C staff

	GSQF policy document
Assessment Portfolio
Candidate’s Registration form


	4
	Submission of candidate details to the external printer for the preparation of samples of certificates
	Candidate details along with passport-sized photos will be submitted to the printing company for the preparation of sample certificates
	A & C staff
External Printing Company
	Memo requesting the printing of certificates with candidate’s details attached
Passport sized pictures

	5
	Verification of Certificate samples
	Sample certificates submitted by the printing company will be verified to ensure that all details are correct
	A & C staff
External Printing Company
	Sample Certificates

	6
	Notifying procurement to authorize the printer to proceed with printing certificates following verification
	Procurement will be notified to authorize the printer to commence printing of verified certificates
	A & C staff
Procurement Staff
External Printing Company
	Email of notification to the printing company

	7
	Verification of printed certificates
	Printed certificates will be verified to ensure all requested certificates were printed 
	A & C staff

	Printed certificates

	8
	Submission of printed certificates to the CEO for signing
	Printed certificates will be submitted to the CEO for signing 
	A & C staff
CEO
	Printed certificates

	9
	Sealing and stamping of Certificates
	Certificates will be sealed with the red seal and stamped with the CEO stamp
	A & C staff
CEO
	Seal stamp
Red Seal
CEO stamp

	10
	Delivery of certificates
	Certificates for students from institutions will be delivered to the institutions while certificates of private candidates will be delivered to them at NAQAA
	A & C staff
Drivers
	Delivery note
NAQAA Vehicle



	

	SOP Title 
	Assessment of Regular candidates 

	SOP Number: A & C 1
	Version: 003
	Effective Date:
	
	

	Purpose
	To formally evaluate the competence of candidates after the completion of training 

	Scope
	Assessment Processes
Grading, evaluation, and validation of results
Relevant Documents and Guidelines
Assessment Centre
Assessment criteria
Procedures for re-evaluation or appeals

	References
	

	Procedures 

	Step No 
	Step Title 
	Description 
	Personnel
	Resources 

	1
	Registration of candidates at their respective institutions
	Candidates will be registered by NAQAA Staff and their details entered into the NAQAA database 

	GSQ Candidates
A & C staff
	Registration Forms

	2
	Completion of training program

	A&C staff should ensure that the training is completed and all standards covered
	A & C staff
	GSQ standards

	3
	Payment of the Assessment Fee to NAQAA

	A&C staff should ensure that candidates have paid their assessment fee to NAQAA before the commencement of the Assessment

	A & C staff

	Payment Slip


	4
	Conduct of Assessment of GSQ candidates by NAQAA assessors

	Candidates will be scheduled for their assessment with all relevant arrangements made
	A & C staff
Assessors
GSQ Candidates
	Assessment materials
Assessment Schedule Memo
Appointment of assessors' letters

	5
	Collection of Certificate at the Training Institution

	Successful candidates will collect their certificates at their respective institutions
	A & C staff
External Printing Company
	Certificates














	

	SOP Title 
	Assessment of Private Candidates

	SOP Number: A & C 1
	Version: 004
	Effective Date:
	
	

	Purpose
	To formally evaluate the competence of Recognition of Prior Learning Candidates 

	Scope
	Assessment Processes
Grading, evaluation, and validation of results
Relevant Documents and Guidelines
Assessment Centre
Assessment criteria
Procedures for re-evaluation or appeals

	References
	

	Procedures 

	Step No 
	Step Title 
	Description 
	Personnel
	Resources 

	1
	Expression of interest and discussion with NAQAA staff

	Candidates interested in undergoing the RPL assessment will express interest and discuss it with NAQAA staff who will advise appropriately and register them.

	RPL Candidates
A & C staff
	Registration Forms

	2
	Invoice for payment of assessment fee

	A&C staff should facilitate through the accounts office the collection of invoices for the RPL candidates
	A & C staff
Accounts Staff
RPL candidate
	NAQAA Invoice

	3
	Payment of assessment fee and submission of payment slip to NAQAA

	A&C staff should ensure that RPL candidates have paid their assessment fee to NAQAA before the commencement of the Assessment

	A & C staff

	Payment Slip


	4
	Scheduling of Assessment of RPL candidates to be assessed by NAQAA assessors

	RPL Candidates will be scheduled for their assessment with all relevant arrangements made
	A & C staff
Assessors
RPL Candidates
	Assessment materials
Assessment Schedule Memo
Appointment of assessors' letters

	5
	Monitoring of Assessment  
	A&C staff will monitor assessment to ensure fairness and integrity
	A & C staff
Assessors
RPL Candidates
	NAQAA Vehicle

	6
	Collection of Certificates at NAQAA

	Successful candidates will be called to pick their certificates from NAQAA
	A & C staff
RPL Candidates
	Certificates

	

	SOP Title 
	Verification of Local Certificates

	SOP Number: A & C 1
	Version: 001
	Effective Date:
	
	

	Purpose
	To verify tangible evidence of a learner’s achievement and competence in a particular subject or field.

	Scope
	The scope ranges from Centre registration & accreditation licenses, trainer’s licenses, completed application forms of the certificated students, 85% attendance and schemes of work of trainers.

	References
	

	Procedures 

	Step No 
	Step Title 
	Description 
	Personal 
	Resources 

	1
	Request for endorsement of certificates
	Submission of a letter address to the CEO

	Centre Training Manager/ contact personnel
Records
CEO
A & C staff
	Records

	2
	Verification of evidence 
	Submission of certificate verification form, certificates and evidence required for certificate endorsement
	Centre Training Manager
A & C staff
	Completed certificate verification form, certificates to be endorsed, class registers, schemes of work of trainers

	3
	Conduct Verification visit
	Completion of Certificate Verification checklist

	Centre Training Manager and staff
A & C staff

	Completed Amission forms of the certificated students
Assessment criteria and Grading system
Marked exams scripts of the certificated students
Moderation committee reports/ minutes

	4
	Report on Certificate Verification
	Submission of the complied report of the verification conducted 

	A & C staff
	A memo and Certification verification report with attachments

	5
	Endorsement of Certificates
	Submission of certificates that meet the requirement to DQA for endorsement
	DQA and A & C staff
	Certificates to be endorsed



