DIRECTORATE OF VOCATIONAL REVIEWS

Cycle 4 Review
Handbook
For Use in the Review of Providers of Vocational Education
and Training Operating in the Kingdom of Bahrain
Effective February 2019
Second edition 2022

TABLE OF CONTENTS
Abbreviations

3

Introduction

4

Background to the Education & Training Quality Authority
The Directorate of Vocational Reviews
Review Principles
About the Review Handbook
Part1: The Review Framework
Aspects and Criteria
Criterion Grading Rubric
Part 2: Aspects, Criteria and Judgement Descriptions
Aspect (1): Learners’ achievement
Aspect (2): Effectiveness of teaching/training and assessment
Aspect (3): Quality of courses/programmes

4
5
5
6
6
9
10
10
14
18

Aspect (4): Learners’ Support and Guidance

22

Aspect (5): Effectiveness of leadership, management and governance

26

Overall Effectiveness

32

Capacity to Improve

33

Issues that affect the review judgement

34

Individual Lessons/Training Sessions Grading Rubric

35

Part 3: Review Process
Review Activities and Tools
After Review Activities and Processes
Roles and Responsibilities
Reviewers’ Code of Conduct

2

4

36
36
40
40
42

ABBREVIATIONS
BQA

Education & Training Quality Authority

DGS

Directorate of Government Schools Reviews

DHR

Directorate for Higher Education Reviews

DNE

Directorate of National Examinations

DPS

Directorate of Private Schools & Kindergartens Reviews

DVR

Directorate of Vocational Reviews

EF

Evidence Form

GDQ

General Directorate of National Qualifications Framework

GDR

General Directorate of Education & Vocational Institutions Reviews

ILOs

Intended Learning Outcomes

LMS

Learning Management System

LPD

Learners’ Performance Data workbook

LR

Lead Reviewer

NQF

The National Qualifications Framework

PRB

Pre-Review Briefing

RRJ

Record of Review Judgements

SEF

Self-Evaluation Form
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INTRODUCTION
I. Background to the Education & Training Quality Authority
The Authority was established under the name the Quality Assurance Authority for Education & Training
National Authority pursuant to the Royal Decree Royal Decree No. (32) of (2008) as an independent
national authority governed and supervised by the Cabinet of Ministers of the Kingdom of Bahrain.
With the promulgation of the Royal Decrees Nos. (83) of (2012) and (74) of (2016), the Authority
was renamed to be the ‘Education & Training Quality Authority (BQA)’. Pursuant to the Royal Decree,
the BQA mandate is to ensure that the quality of education and training in the Kingdom of Bahrain
meets international standards and best practice, whereas it is mandated to ‘review the quality of
the performance of education and training institutions in light of the guiding indicators developed
by the Authority’ in accordance with Kingdom of Bahrain Economic Vision 2030 and directions of the
Government Action Plan.
BQA has three main core business, namely: performance review of education and training institutions,
by the General Directorate of Reviews (GDR), managing the National Qualifications Framework (NQF)
and conducting the National Examinations by the General Directorate of National Qualifications
Framework (GDQ). The (GDR) consists of four directorates: the Directorate of Government Schools
Reviews (DGS), the Directorate of Private Schools and Kindergartens Reviews (DPS), the Directorate of
Vocational Reviews (DVR), and the Directorate of Higher Education Reviews (DHR). The (DGQ) consists
of the Directorate of Framework Operations (DFO) and the Directorate of National Examination (DNE).

II. The Directorate of Vocational Reviews
The Directorate of Vocational Reviews (DVR) is mandated to review and report on the quality of
vocational education and training across the Kingdom of Bahrain. Reviews conducted by the DVR
involve evaluating vocational education and training providers against a set of quality assurance
criteria grouped into five main Aspects.
The purposes of vocational reviews are to:
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•

provide decision makers and stakeholders with evidence-based judgment on quality of the
performance of education and training providers;

•

identify strengths and areas for improvement in vocational education and training providers,
focusing on the achievement and experience of learners;

•

promote improvement and a culture of self-evaluation and public accountability among
providers;

•

identify and spread good practices.

III. Review Principles
The following principles are key to the review process:
A focus on the learner: the learners’ experience, achievement and knowledge, skills and competences
development are at the heart of the review process
Teaching/training and assessment: the review team will thoroughly evaluate how effectively teaching/
training and assessment promote learning and lead to improving or maintaining high levels of learners’
achievement
Continuous improvement: the review is a key driver in helping to improve the effectiveness of the
provider’s overall process of self-evaluation, action planning, and ongoing development in raising the
quality of provision
Provider involvement: the provider participates in all stages of the review process, through selfevaluation process, and through the nominee; in planning and managing the review, and providing
evidence to shape judgements. The review is about ‘doing with’ not ‘forced on’
Openness and transparency: the review team’s emerging judgements and areas for development are
shared with the nominee during the review process
Professional commitment: reviewers will adhere to the Code of Conduct, in accordance with BQA’s
policies and procedures, evaluate providers objectively and impartially and reach judgements that are
fair, accurate and consistent.

IV. About the Review Handbook
This Handbook is for the use of review team and providers of vocational education and training. Part
one of the Handbook sets out the review framework and the rubric used to judge each criterion.
Part two of the Handbook indicates the source of evidence used to judge each Aspect and provides
interpretation of what is expected from the providers against each of the 29 criteria. It also sets out
the rubrics used to judge each Aspect of the framework, the overall effectiveness and the provider’s
capacity to improve. Part three of the Handbook clarifies the review process and what is expected
from each party at every main step within the review.
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PART 1: THE REVIEW FRAMEWORK
The Review Framework sets out the evaluation requirements to be used in the review of vocational
education and training provision in the Kingdom of Bahrain. It lists the five Aspects and criteria that
review team will explore in reaching evidence-based judgements about the quality and effectiveness
of the education and training on offer in meeting the learners’ needs and stakeholders’ requirements.
All educational and training providers (here in and after, the providers) are requested to follow the
same framework and judgements in their self-evaluation.
The framework consists of the 29 criteria -abbreviated by ‘C’ in the framework - distributed over five
Aspects covering the three main areas (Outcomes, Programmes and Processes, and Management and
Governance). Criterion followed by (*) is considered a limiting criterion, that is, criteria that have an
impact on judging the Aspect.

Aspects and Criteria
A. Outcomes
- Aspect (1): Learners’ achievement
In arriving at a judgement, the review team will consider the extent to which learners:
C1.1 develop knowledge, skills and competences relevant to their learning
experience in accordance with the course/programme level*
C1.2 achieve the course/programme intended learning outcomes and the
qualifications they aim for in a timely manner*
C1.3make progress relative to their prior attainment or starting points and, where
applicable, over levels
C1.4 show commitment towards their learning experience and are able to reflect
critically on what they have learned
C1.5 are able to work independently and collaboratively as a team member or a
leader, when necessary.

B. Programmes and Processes
- Aspect (2): Effectiveness of teaching/training and assessment
In arriving at a judgement, the review team will consider the extent to which teachers/
trainers effectively:
C2.1 employ their theoretical and practical experiences and use teaching/training
strategies and learning resources that are suitable for delivering the intended
learning outcomes and engaging learners productively throughout the session*
C2.2use rigorous assessment methods to evaluate learners’ understanding and
measure the achievement of intended learning outcomes*
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C2.3 plan and deliver lessons/training sessions that are structured and managed to
address the specified session intended learning outcomes
C2.4 tailor their teaching/training and assessments methods to address the individual
learners’ needs and capabilities in line with the intended learning outcomes
C2.5 stimulate self-learning, higher order and critical thinking amongst learners, and
promote life-long learning
C2.6 maintain and regularly update learners’ performance records and provide timely
and constructive feedback to help learners improve further.

- Aspect (3): Quality of courses/programmes
In arriving at a judgement, the review team will consider the extent to which:
C3.1 courses/programmes on offer are based on an analysis and understanding of
market and learners’ needs and requirements in terms of levels, professional
standards and skills required*
C3.2 courses/programmes are planned and structured with detailed course
outlines that indicate the intended learning outcomes, teaching/training and
assessment methods*
C3.3 there is a formal mechanism implemented to design, approve, update and
periodically review courses/programmes and, where applicable, ensure they
meet the NQF requirements
C3.4 courses/programmes are suitably resourced to meet the needs of learners and
stakeholders
C3.5 the provider implements -in a robust manner- access and entry policy of each
course/programme via clear mechanisms through which the requirements are
reviewed and revised as needed.

- Aspect (4): Learners’ support and guidance
In arriving at a judgement, the review team will consider the extent to which:
C4.1the provider implements a formal mechanism to support and guide learners to
achieve better outcomes*
C4.2 learners are provided with opportunities to enhance their personal abilities and
life skills and, where applicable, prospects for learning progression and career
guidance
C4.3 learners and stakeholders have access to well-informed advice and guidance
about courses/programmes and are suitably inducted
C4.4 communication with stakeholders is effective in informing them about learners’
performance
C4.5 a formal mechanism is in place to identify and support learners with special
educational needs and/or disabilities.
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Management and Governance
- Aspect (5): Effectiveness of leadership, management and governance
In arriving at a judgement, the review team will consider the extent to which:
C5.1 the provider’s strategic planning is informed by a rigorous and regular selfevaluation process that focuses on raising learners’ achievement and the overall
quality of provision*
C5.2 learners’ achievement is monitored and analysed to inform decision making*
C5.3 staff performance management arrangements are effective, their training needs
are assessed and they are guided on how to improve*
C5.4 the organisational structure is fit-for-purpose and supported with qualified staff
which meets the provider’s aims and objectives
C5.5 the provider has effective arrangements to quality assure its provision
C5.6 learning environment is conducive, and policies, procedures and practices in place
are effective in ensuring the health, safety and well-being of learners and staff
C5.7 the provider maintains effective links with stakeholders and local community,
analyses and acts upon their views and those of learners
C5.8 where one exists, the governance is effective in holding the leadership accountable
for the provider’s performance, and contributing to the provider’s strategic
directions and sustainability.
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Criterion Grading Rubric
Review team use a 4-point grading scale (Outstanding (1), Good (2), Satisfactory (3), Inadequate
(4)) to evaluate the provider’s performance against each individual criterion and Aspect, which
will lead to the judgement awarded to the overall effectiveness of the provider and its capacity
to improve.
Each criterion is evaluated according to the rubric below:

Outstanding (1)

This judgment is awarded if the quality of the practices of all or the vast
majority of those related to the criterion is wide-ranging and highly
productive. The effectiveness of the performance and the initiatives
are exceptional and highly exceed the expectations. It largely reflects
sustainability of improvement and devel-opment and can be considered
role models to be followed.

Good (2)

This judgment is awarded if the quality of most practices related to the
criterion is wide-ranging and productive. The performance is effective,
and the initiatives are on-going and in cases exceed expectations and it
largely reflects the improvement and development.

Satisfactory (3)

This judgment is awarded if the quality of most practices related to
the criterion is generally at the acceptable level and the performance
and initiatives at the expected level. It reflects some improvement and
development.

Inadequate (4)

This judgment is awarded if the quality of the majority of the practices
related to the cri-terion is at an inappropriate level and the performance
is at a level less than the ex-pected one and does not reflect any sought
improvement.
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PART 2 ASPECTS, CRITERIA AND JUDGEMENT DESCRIPTIONS
This part describes, for each of the five Aspects, the sources of evidence on which review team will
base their judgements. The list of evidence provided for each Aspect is not limited to the framework’s
executive list; the provider may choose to include other/more evidence. It also provides guidance on
how to interpret the review criteria and details the rubrics used for judging the Aspects.

Aspect (1): Learners’ achievement
Essential sources of evidence are, but not limited to, the following:
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•

the Learners’ Performance Data (LPD) workbook

•

the results of internal assessments of learners’ performance including marking distribution and
minimum pass requirements

•

the results of external examinations, where applicable

•

benchmark with local, regional and international/global pass rates, where available

•

awarding bodies’ rules and regulations, where applicable

•

learners’ progression rates within programmes and over levels

•

records of learners’ attendance and punctuality throughout the courses and the aggregated
rates

•

learners’ progress and achievement reports, where available

•

authorised access to the provider’s Learning Management System (LMS) to review samples of
learners’ assessed work for different courses, levels and teachers/trainers which include the
assessment tools (summative and formative) for each course/programme

•

where LMS is not available, samples of learners’ assessed work for different courses, levels
and teachers/trainers which include the assessment tools (summative and formative) for each
course/programme including any changes made to suit the mode of delivery

•

evidence of learners’ submission dates of their work and follow-up mechanisms

•

internal verification and moderation reports

•

external verifiers and moderators’ reports, where applicable

•

evidence of learners’ reflection on their learning

•

review team meetings with learners, teachers/trainers, relevant staff members, moderators
and stakeholders

•

outcomes of learners and stakeholders’ feedback collected by the review team

•

outcomes of learners and stakeholders’ feedback collected by the provider (for example course
evaluation) and evidence on utilisation of outcomes

•

where relevant, records of workplace supervisors or assessors to evaluate the acquisition of
workplace skills and knowledge by learners

•

latest update of relevant policies and procedures including changes introduced to suit the
emerging circumstances and evidence on their implementation

•

observation of lessons/training sessions (online and traditional) by review team

•

observation of lessons/training sessions (online and traditional) by the provider

•

samples of recorded lessons/training sessions for different teachers/trainers and courses,
where available

•

other documents mentioned in the provider’s Self-Evaluation Form (SEF).

Interpreting the criteria of the Aspect
The achievements of learners are judged by reference to: standards reached, and whether they are
high enough in terms of skills development, achievement of Intended Learning Outcomes (ILOs) and
qualifications; the progress made by individuals and particular groups over levels, taking into account
their prior attainment and potential; the extent to which individuals have become competent, selfdirected learners and show commitment to their learning.

C1.1 Learners develop knowledge, skills and competences relevant to their learning
experience in accordance with the course/programme level. *
This indicator is inferred through the following:
•

upon course completion, learners are able to organise and complete the assigned tasks
competently and timely in accordance with what is expected of them

•

learners’ produced work reflects the standards expected in their chosen industry/market

•

learners’ level of attainment/understanding reflects the knowledge and skills relevant to the
course/programme level

•

learners and stakeholders are satisfied with the acquired skills/competences and the extent to
which those are utilised at the workplace and/or life

•

learners show vocational and/or employability skills that support them to gain employment in
their chosen profession

•

where applicable, records of learners’ destination indicate that the course/programme have a
positive impact on learners’ employability/promotion after the completion of the course

•

For those providing tutoring services, there is evidence that learners' needs related to their
achievement at school/university, study skills and/or a specific area for improvement are
addressed.

C1.2 Learners achieve the course/programme intended learning outcomes and the
qualifications they aim for in a timely manner. *
This indicator is inferred through the following:
•

ssufficient and reliable achievement data are maintained

•

learners’ achievement rates accurately reflect the standards of knowledge and understanding
as seen in lessons/training sessions through learners’ participation during the in-class activities,
level of interaction with their teachers/trainers and level of their
11

•

produced work throughout the course/programme

•

learners achieve the qualification they aim for in a timely manner considering the awarding
body’s regulations, and the achievement rate is comparable with published data, where
available

•

there is evidence that the provider ensures that learners successfully achieve the stated course
objectives and ILOs and other course requirements such as minimum attendance rate

•

the provider has structured assessment process to accurately measure learners’ achievement
throughout the course using assessment tools that are verified and linked to the ILO

C1.3 Learners make progress relative to their prior attainment or starting points and, where
applicable, over levels.
This indicator is inferred through the following:
•

the provider has a clear mechanism to evaluate learners’ initial attainment at entry level

•

andthe progress made towards the end of a course/programme

•

teachers/trainers utilise relevant formative and summative assessment to evaluate learners’
progress during lessons/training sessions and throughout the course duration

•

learners progress sufficiently during the lessons/training sessions observed

•

learners’ work indicates a sufficient progress relevant to the duration and the level of the
course/programme

•

where there is a clear progression path, learners are able to proceed successfully to units/
modules at a more advanced level

•

For those providing tutoring services, there is evidence of academic growth relevant to the
learner’s starting point.

C1.4 Learners show commitment towards their learning experience and are able to reflect
critically on what they have learned.
This indicator is inferred through the following:
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•

learners are committed and have positive attitude towards their learning and this is reflected
in their regular attendance and punctuality

•

learners consolidate and extend what they have been taught during lesson/training sessions by
participating in discussions and questioning their teachers/trainers

•

learners think creatively and are eager to demonstrate their understanding, confidently present
their work and arguments and challenge what they have been taught; they are not reluctant to
be convinced by well-argued views of others

•

there is evidence that learners are able to reflect on their learning, critically assess their own
strengths and weaknesses and plan how they can improve their performance, particularly in
setting realistic and challenging targets.

C1.5 Learners are able to work independently and collaboratively as a team member or a
leader when necessary.
This indicator is inferred through the following:
•

learners are self-directed, assume responsibilities for their learning and are able to work
effectively in a leadership or subordinate capacity, or with their peers

•

learners’ ability to work independently and level of confidence in completing given tasks are
reflected in their produced work submitted within the due date

•

in group work, learners display that they are good listeners, contribute to the group and build
on others’ contributions, and can divide responsibilities amongst each other in an effective and
fair way.

•

Learners’ Achievement Grading Rubric
Grade

Interpretation

Outstanding (1)

The judgment is outstanding in the majority of the Aspect’s criteria
including the ‘knowledge, skills and competences development’, and
‘achievement of intended learning outcomes and qualifications’, while
the judgment of the other criteria should be at least ‘Good’.

Good (2)

The judgment is at least good in the majority of the Aspect’s criteria
including the ‘knowledge, skills and competences development’, and
‘achievement of intended learning outcomes and qualifications’, while
the judgment of the other criteria should be at least ‘Satisfactory’.

Satisfactory (3)

The judgment is at least satisfactory in most of the Aspect’s criteria
including the ‘knowledge, skills and competences development’, and
‘achievement of intended learning outcomes and qualifications’.

Inadequate (4)

This is the judgment if either the criterion ‘knowledge, skills and
competences development’ or ‘achievement of intended learning
outcomes and qualifications’ is inadequate, or if two or more of the
criteria are judged ‘Inadequate’.
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Aspect (2): Effectiveness of teaching/training and assessment
Essential sources of evidence are, but not limited to, the following:
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•

observation of lessons/training sessions (online and traditional) by review team

•

observation of lessons/training sessions (online and traditional) by the provider

•

samples of recorded lessons/training sessions for different teachers/trainers and courses,
where available

•

teachers/trainers’ Curriculum Vita (CVs)

•

evidence on assessments of learners’ prior attainment and use of outcomes

•

evidence on lesson planning and how it is updated and adapted to suit learners’ different
needs, levels and categories and how available information is utilised

•

authorised access to the provider’s LMS to review samples of learners’ assessed work for
different courses, levels and teachers/trainers which include the assessment tools (summative
and formative) for each course/programme

•

where LMS is not available, samples of learners’ assessed work for different courses, levels
and teachers/trainers which include the assessment tools (summative and formative) for each
course/programme including any changes made to suit the mode of delivery

•

rubrics used to assess learners’ work and performance (passing criteria and grading system)

•

evidence on feedback provided to learners on their work, and access to the available channels
to provide learners with feedback

•

evidence of learners’ submission dates of their work and follow-up mechanisms

•

records and reports on learners’ performance

•

records of attendance and punctuality and its aggregated rates

•

list of teaching/training resources available, including online resources used for the delivery
and support of teaching/training process

•

awarding bodies’ rules and regulations, where applicable

•

internal verification and moderation reports

•

external verifiers and moderators’ reports, where applicable

•

latest update of relevant policies and procedures including changes introduced to suit the
emerging circumstances and evidence on their implementation

•

review team meetings with learners, teachers/trainers, relevant staff members, moderators
and stakeholders

•

outcomes of learners and stakeholders’ feedback collected by the review team

•

outcomes of learners and stakeholders’ feedback collected by the provider (for example course
evaluation) and evidence on utilisation of outcomes

•

other documents mentioned in the provider’s SEF.

Interpreting the criteria of the Aspect
Judgements about teaching/training and assessment focus on how well lessons/training sessions
are planned and delivered using teaching/training strategies to promote learning experience and
address individual learners’ needs. Judgement will also consider how learners are effectively assessed
and provided with feedback to improve further..

C2.1 Teachers/trainers effectively employ their theoretical and practical experiences and
use teaching/training strategies and learning resources that are suitable for delivering
the intended learning outcomes, and engaging learners productively throughout the
session. *
This indicator is inferred through the following:
•

teachers/trainers display an obvious depth of knowledge and understanding of their vocational
or subject area by providing accurate explanations and knowledgeable responses to learners’
questions, and they adapt/develop their knowledge and skills to suit the emerging circumstances
and training environment

•

teachers/trainers provide good role models to learners in terms of their personal and social
skills, and are able to draw on direct practical experience to illustrate concepts, and cite a range
of relevant examples and real-life cases to link theory with practice

•

teachers/trainers present opportunities for purposeful learning through the use of effective
teach-ing/training strategies; these involve utilising a range of styles and methods relevant to
the session’s ILOs which best suit the age, background and experience of the learners, and the
mode of delivery

•

teaching/training is learner-focused and include worthwhile and focused activities to engage
and motivate learners throughout the lesson/training session

•

teachers/trainers demonstrate a suitable knowledge of the available learning resources and
facili-tie and utilise them effectively to further learners’ understanding, extend their interest
and motiva-tion, ensure their engagement throughout the learning process, accelerate their
performance and support their needs. Where applicable, there is evidence of advance use
of online simulation tools, particularly while delivering practical materials, and encouraging
learners to produce digital con-tent and developing their technical skills, where necessary.

C2.2 Teachers/trainers rigorous assessment methods to evaluate learners’ understanding
and measure the achievement of intended learning outcomes. *
This indicator is inferred through the following:
•

teachers/trainers use a range of summative and formative assessments that are suitable for
the course/programme type, level, the stated ILOs and the mode of delivery

•

relevant assessment methods are used to evaluate the knowledge of the learners, their level
of understanding and abilities to analyse and think critically and creatively, and solve problems
in line with the stated ILOs

•

teachers/trainers ensure that learners are informed on how they will be assessed and how
their work will be evaluated and graded
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•

there is a clear mechanism implemented to control the administration of the assessment
process; to ensure that assessments used are timely, frequent, fair, reliable and accurately
mapped to the course ILOs’

•

teachers/trainers utilise clear pre-defined rubric and grading criteria to ensure that learners’
work is marked in a fair and transparent manner

•

assessment outcomes provide information on how learners are doing and whether they are on
target to meet the planned course objectives or ILOs’

•

pre- and post-assessment moderation is used consistently to ensure that the assessment tools
used are suitable for the course/programme type and level and that the marking of learners’
work is rigour and fair.

C2.3 Teachers/trainers plan and deliver lessons/training sessions that are structured and
managed to address the specified session intended learning outcomes.
This indicator is inferred through the following:
•

teachers/trainers effectively plan individual lessons/training sessions in advance indicating the
teaching/training methods and class activities to be used to enable the achievement of the ILOs

•

teachers/trainers effectively plan and design the assessment methods that will be used in each
lesson/training session to precisely measure learners’ attainment of the ILOs

•

teachers/trainers share the session ILOs and ensure that the lesson/training session is delivered
in a progressive and systematic way

•

the class and time are managed carefully throughout the lesson/training session allowing
sufficient time for activities to be completed and assessed all learners in a manner that suits
the mode of delivery

•

lesson planning is informed by learners’ pre-course assessment’s outcomes and is continuously
updated in response to outcomes of the assessments that are conducted throughout the
course.

C2.4 Teachers/trainers tailor their teaching/training and assessments methods to address
the individual learners’ needs and capabilities in line with the intended learning
outcomes.
This indicator is inferred through the following:
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•

teaching/training methods and assessment tools are adjusted to support and guide learners
who need help and to set further demanding tasks to extend those who could be challenged
further, in line with the stated ILOs

•

session content, mode of delivery and range of planned activities are adjusted, or even
completely changed to accommodate the varying needs of learners and suit their different
types and levels in line with the stated ILOs; to ensure that they are well engaged throughout
the lesson/training session.

C2.5 Teachers/trainers stimulate self-learning, higher order and critical thinking amongst
learners, and promote life-long learning.
This indicator is inferred through the following:
•

teachers/trainers’ approach instil in learners a desire to constantly improve their knowledge,
understanding and skills. They encourage learners to take responsibility for their learning,
identify their strengths and areas for improvement, act on feedback and propose new learning
goals

•

learning tasks, activities and questions are directed to encourage learners to be critical and
analytical. Learners are challenged to stimulate and develop their higher order thinking skills
such as problem solving, interpretation and synthesis

•

teaching/training methods used to promote individual and group learning as well as learning
in different contexts

•

developing the required competences that support learners through a lifetime of work and
learning which include the ability to identify, organise, plan and allocate resources, work with
others, acquire and evaluate information, understand complex interrelationships, and work
with a variety of technologies

•

teachers/trainers use different strategies that promote life-long learning within learners’
personal, civic, social and/or employment-related contexts.

C2.6 Teachers/trainers maintain and regularly update learners’ performance records and
provide timely and constructive feedback to help learners improve further.
This indicator is inferred through the following:
•

tteachers/trainers monitor and record learners’ attendance and punctuality throughout the
course

•

teachers/trainers continuously assess and accurately record the performance and progress of
individual learners

•

teachers/trainers provide timely and constructive verbal and/or written feedback that informs
learners of how they are doing and what they need to improve further to meet the stated
course objectives and ILOs. Feedback strategies should suit course type and learners’ needs in
terms of mode (oral, written or visual/demonstration)

•

learners are provided with appropriate opportunities to discuss their progress with their
teacher/trainer and whether they are on track to achieve the stated course objectives or ILOs.
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Effectiveness of Teaching/Training and Assessment Grading Rubric
Grade

Interpretation

Outstanding (1)

The judgment is outstanding in the majority of the Aspect’s criteria including
‘teaching/training strategies’ and ‘assessment methods’, while the judgment
of the other criteria should be at least ‘Good’.

Good (2)

The judgment is at least good in the majority of the Aspect’s criteria including
‘teaching/training strategies’ and ‘assessment methods’, while the judgment
of the other criteria should be at least ‘Satisfactory’.

Satisfactory (3)

The judgment is at least satisfactory in most of the Aspect’s criteria including
‘teaching/training strategies’ and ‘assessment methods’.

Inadequate (4)

This is the judgment if either the criterion ‘teaching/training strategies’ or
the ‘assessment methods’ is inadequate, or if two or more of the criteria are
judged ‘Inadequate’.

Aspect (3): Quality of courses/programmes
Essential sources of evidence are, but not limited, to the following:
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•

licensing body approvals for courses/programmes offered

•

course/programme plans, schedules and schemes of work, which include course outlines/
specifications and assessment plans detailing assessment schedule, marking scheme, and
changes introduced to suit the emerging circumstances

•

justification/rational behind offering courses/programmes such as: market surveys, the use
of market information and coherent progression pathways for learners and other related
information and data

•

course materials,learning resources and relevant manuals, including online resources and
changes introduced to suit the emerging circumstances

•

evidence on the mechanism implemented to design, develop, review and approve courses/
programmes

•

evidence on the mechanism implemented to adapt courses/programmes and their mode of
delivery in response to the requirements of stakeholders and the emerging circumstances

•

list of teaching/training resources available, including online resources used for the delivery
and support of teaching/training process

•

evidence of assessment of learning resources and facilities available, and addressing the gaps
identified in line with the emerging circumstances

•

admission and placement policies and procedures, evidence on their implementation and
changes introduced, where needed, to suit the requirements of emerging circumstances

•

review team meetings with learners, teachers/trainers, relevant staff members and stakeholders

•

outcomes of learners and stakeholders’ feedback collected by the review team

•

outcomes of learners and stakeholders’ feedback collected by the provider (for example course
evaluation) and evidence on utilisation of outcomes

•

promotional literature/prospectuses

•

the provider’s website and social media accounts

•

internal verification and moderation reports

•

external verifiers and moderators’ reports, where applicable

•

latest update of relevant policies and procedures including changes introduced to suit the
emerging circumstances and evidence on their implementation

•

observation of lessons/training sessions (online and traditional) by review team

•

observation of lessons/training sessions (online and traditional) by the provider

•

evidence on correspondence with external vendors/awarding bodies according to the emerging
circumstances and where applicable

•

NQF reports where applicable

•

Onsite/virtual tour of premises by the review team

•

other documents mentioned in the provider’s SEF.

Interpreting criteria of the Aspect
Judgements about the appropriateness and effectiveness of courses/programmes relate to how
well courses are planned, structured and designed, and whether they are provided in response to
an identified market needs and meeting the expectations of learners and stakeholders. For providers
offering vocational courses/programmes the judgement will also relate to their content and relevance
to the current world of work.

C3.1 Courses/Programmes on offer are based on an analysis and understanding of the
market and learners’ needs and requirements in terms of levels, professional standards
and skills required. *
This indicator is inferred through the following:
•

the provider has a clear understanding of the market (labour market, local community
and learners) it intends to serve and has a mechanism in place to identify their needs and
requirements in terms of type and level of courses/programmes, professional standards and
skills required

•

the provider gathers and analyses learners’ and stakeholders’ views on the range, quality and
relevance of the courses/programmes on offer, and utilises the outcomes to inform decisionmaking

•

learners and stakeholders are satisfied with the range of courses/programmes on offer and the
extent to which those courses/programmes have positive contribution to improve learners’

•

skills and competences and, where appropriate, productivity at the workplace

•

there is evidence of how courses are offered in response to requests from stakeholders as well
as an existing course being customised to meet stakeholders’ specific needs and in line with the
emerging circumstances. This may include offering courses for niche market.
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C3.2 Courses/Programmes are planned and structured with detailed course outlines that
indicate the ILOs, teaching/training and assessment methods. *
This indicator is inferred through the following:
•

courses/programmes have up-to-date and fit-for-purpose outlines/specifications, which
clearly state the course syllabus, ILOs and the corresponding teaching/ training and assessment
methods

•

the study/training hours allocated for the course are sufficient to attain the relevant course
ILOs, and adapted to suit the mode of delivery

•

courses/programmes are designed to enhance and support practical and theoretical learning;
course components are planned in a sequence that facilitates a progressive acquisition of
knowledge, skills and competences and achievement of the stated ILOs

•

assessments are scheduled in a reasonable and balanced manner ensuring they are manageable
and the assessment tools used (formative/summative) are fit-for-purpose and appropriately
mapped to the ILOs

•

courses/programmes have clearly defined progression routes and learning pathways.

C3.3 There is a formal mechanism implemented to design, approve, update and periodically
review courses/programmes and, where applicable, ensure they meet the NQF
requirements.
This indicator is inferred through the following:
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•

courses/programmes are subjected to an appropriate and approved internal quality assurance
mechanism, with clear roles and responsibilities of members and/or committees involved, in
line with the provider’s internal procedures, and any external requirements of the licensing
body where applicable

•

the provider regularly reviews and updates the courses/programmes on offer and their
components in line with the requirements of emerging circumstances

•

courses are benchmarked with other relevant courses and, where needed, external validators
and subject matter experts are involved in the design and the review of a course/programme

•

courses/programmes are checked and formally approved against a set of approval criteria
which are documented and approved by the provider’s management and/or the regulatory
bodies

•

there is an evidence on how the provider has responded to changing market, learners’ and
stakeholders’ needs and, where appropriate, its response to national initiatives and in-line with
NQF requirements

•

the courses/programmes review process includes revisiting entry requirements and revising
them as needed

•

the provider ensures that the externally accredited courses/programmes are current and
according to the international partners’ requirements and standards

•

there is a mechanism in place to ensure intellectual property protection, the originality of the
program/course material and content, and their lack of any plagiarism.

C3.4 Courses/Programmes are suitably resourced to meet the needs of learners and
stakeholders.
This indicator is inferred through the following:
•

learning resources and facilities available are adequate and appropriate considering the mode
of delivery, number of learners and their categories, and type of courses/ programmes on offer

•

courses/programmes are reinforced with an appropriate range and quality of learning resources
reflecting current industrial and commercial standards

•

the provider has assessed its learning resources and facilities, and has invested in additional
learning resources; where needed to provide the necessary capacity for emerging circumstances

•

the provider ensures the effectiveness and quality of learning materials which are provided to
learners; these need to be up-to-date, authentic, relevant, comprehensive and suitable for the
mode of delivery and platforms used; to enable the attainment of the defined ILOs

•

learners have access to learning resources and facilities, and where needed Information
Communication Technology (ICT) and online resources.

•

Communication Technology (ICT) and on-line resources.

C3.5 The provider implements -in a robust manner- access and entry policy of each course/
programme via clear mechanisms through which the requirements are reviewed and
revised as needed.
This indicator is inferred through the following:
•

there is a clear access and entry level policy for each course/programme on offer that clearly
specifies the target audience, admission requirements and prerequisites and, where applicable,
the progression pathways

•

there is a clear and transparent mechanism to ensure that the access and entry level policy
is implemented consistently and fairly, without prejudice to learners’ gender, religion and/or
nationality, while adhering to the awarding bodies requirements where required

•

there are mechanisms in place to ensure that the access and entry requirements are effective
and that admitted learners’ profile is suitable for the course/programme’s needs and mode of
delivery, and that the provider reviews and adjusts access and entry requirements as needed

Quality of Courses/Programmes Grading Rubric
Grade
Outstanding (1)

Interpretation
The judgment is outstanding in the majority of the Aspect’s criteria including
‘offering programmes based on an analysis of market and learners’ needs’,
and ‘programmes’ structuring and planning’, while the judgment of the other
criteria should be at least ‘Good’.
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Good (2)

The judgment is at least good in the majority of the Aspect’s criteria including
‘offering programmes based on an analysis of market and learners’ needs’,
and ‘programmes’ structuring and planning’, while the judgment of the other
criteria should be at least ‘Satisfactory’.

Satisfactory (3)

The judgment is at least satisfactory in most of the Aspect’s criteria including
‘offering programmes based on an analysis of market and learners’ needs’,
and ‘programmes’ structuring and planning’.

Inadequate (4)

This is the judgment if either the criterion ‘offering programmes based on
market and learners’ needs’ or ‘programmes’ structuring and planning’ is
inadequate, or if two or more of the criteria are judged ‘Inadequate’.

Aspect (4): Learners' support and guidance
Essential sources of evidence but not limited to the following:
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•

review team meetings with learners, teachers/trainers, relevant staff members and stakeholders

•

outcomes of learners and stakeholders’ feedback collected by the review team

•

outcomes of learners’ and stakeholders’ feedback collected by the provider (for example
course evaluation) and evidence on utilisation of outcomes

•

latest update of relevant policies and procedures including changes introduced to suit the
emerging circumstances and evidence on their implementation

•

arrangements to support learners with special educational needs and/or disabilities, if any,
including those related to emerging circumstances

•

extra-curricular activities

•

observation of lessons/training sessions (online and traditional) by review team

•

relevant examples of support given to learners to achieve better such as success stories

•

evidence on support provided to learners to reach an informed decision that suits their different
types and needs and the emerging circumstances

•

records and reports on learners’ performance

•

promotional leaflets, prospectuses, course outline, website and social media accounts

•

manuals and guidance provided to learners on the use of the LMS, where applicable

•

complaints and appeals mechanisms and procedures in place, and samples of complaints and
appeals, where available, and the actions taken to resolve them

•

evidence of an induction programme provided to learners (including introduction to resources
to be used) due to changes in resources and mode of delivery in line with the emerging
circumstances

•

evidence on flexible arrangements by the provider and their impact on the teaching/training
process

•

mechanism used to assess learners’ ability to use the LMS and evidence of technical support
provided to them

•

mechanisms available for learners to communicate with the technical support team

•

provider’s communication with learners through social media accounts and website

•

other documents mentioned in the provider’s SEF.

Interpreting the criteria of the Aspect
Judgements on support and guidance focus on the availability and effectiveness of support for course/
programme- related and personal matters, including advice and guidance to learners, communication
with relevant stakeholders to inform them about learners’ performance and the additional learning
support available so that all learners achieve their full potential.

C4.1 The provider implements a formal mechanism to support and guide learners to achieve
better outcomes. *
This indicator is inferred through the following:
•

there is a formal, comprehensive and explicit support mechanism in place to ensure that
learners have every opportunity to reach their full potential and achieve the stated course/
programme ILOs

•

there is a formal mechanism in place through which learners’complaints/suggestions related
to their learning or other personal matters are addressed in a fair and transparent manner

•

there is a mechanism in place to identify at-risk learners and provide them with the support
needed

•

there are examples and evidence of relevant success stories where learners are supported to
overcome their learning problems and improve their performance

•

the provider has flexible arrangements for the delivery of courses/programmes to suit learners’
needs and stakeholders’ requirements, while maintaining learning standards

•

If there is a change in the mode of delivery, the provider has a mechanism in place to gauge
learners’ ability to undertake this change, and they are provided with the technical support
needed for the new mode of delivery and the platforms used

C4.2 Learners are provided with opportunities to enhance their personal abilities and
life skills and, where applicable, prospects for learning progression and career
guidance.
This indicator is inferred through the following:
•

the provider enriches the courses/programmes with a range of relevant extra-curricular
activities. These activities are offered to learners beyond the prescribed courses/programmes
to enrich their learning experience and to enhance their potential and abilities. These might
include in-house and on the field activities such as: relevant external visits, listening to invited
speakers, contests, competitions, audition, internships, secondment/work placement and
other relevant events for instance; webinars, workshops, forums and conferences
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•

extra-curricular activities provide learners with appropriate life skills. These may include
opportunities for communication, negotiation, gathering information, problem-solving,
writing research papers, drafting letters, using ICT skills and e-learning, and curriculum vitae
preparation

•

outcomes of learners’ feedback are kept and these are used to shape future plans and practices

•

the provider offers advice and guidance to enable learners to make informed choices about
employment opportunities and career progression

•

learners are made aware of opportunities for progression and learning pathways, either at the
institute itself or generally elsewhere.

C4.3 Learners and stakeholders have access to well-informed advice and guidance about
courses/programmes and are suitably inducted
This indicator is inferred through the following:
•

initial guidance is provided to learners on course selection and what is expected from learners
to complete the course/programme they choose

•

the provider ensures the availability and quality of course outlines and brochures, and the
purposeful utilisation of social media

•

the provider ensures that the website is updated regularly and comprises accurate information
that reflects the status of the institute and its offerings, and provides the courses/programmes’
details, such as course objectives/ILOs, targeted audience, entry requirements, teachers’/
trainers’ CVs, career prospects and employability and industry links

•

the providers’ website includes the organisational structure, detailing the responsibilities
specifically those related to learners

•

there is some form of induction programme that enables learners to settle in quickly and
confidently.

•

Learners are advised on any changes made during the period of course delivery due to emerging
circumstances, and are informed of all the different options they have and supported to choose
the best scenario for themselves.

C4.4 Communication with stakeholders is effective in informing them about learners’
performance
This indicator is inferred through the following:
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•

the provider has regular, formal and explicit procedures in place for keeping stakeholders
informed about learners’ performance

•

stakeholders are informed throughout the course of learners’ performance including their
attendance and punctuality and whether there are any issues with their studies, and what is
needed to achieve better outcomes

•

detailed and reflective written records or reports of learners’ performance and course outcomes
are regularly shared with stakeholders

•

where applicable, regular meetings, such as open days, are conducted with parents.

C4.5 A formal mechanism is in place to identify and support learners with special educational
needs and/or disabilities.
This indicator is inferred through the following:
•

there are explicit policies and procedures to identify and support learners with Special
Educational Needs and/or Disabilities (SEND)

•

effective mechanisms are in place to deal with learners with SEND which include: proper
initial assessment; clear access and entry policies and procedures; suitable facilities equipped
with proper industry standard learning resources; assessment arrangements including those
related to emerging circumstances and, as needed, equipping all teachers/trainers with the
professional knowledge and skills to meet the needs of this category of learners

•

special arrangements are provided by the management to support learners with injuries and
temporary or chronic illness/health impairment, where needed.

Learners’ Support and Guidance Grading Rubric
Grade

Interpretation

Outstanding (1)

The judgment is outstanding in the majority of the Aspect’s criteria including
‘mechanism to support and guide learners to achieve better outcomes’,
while the judgment of the other criteria should be at least ‘Good’.

Good (2)

The judgment is at least good in the majority of the Aspect’s criteria including
‘mechanism to support and guide learners to achieve better outcomes’,
while the judgment of the other criteria should be at least ‘Satisfactory’.

Satisfactory (3)

The judgment is at least satisfactory in most of the Aspect’s criteria including
‘mechanism to support and guide learners to achieve better outcomes’.

Inadequate (4)

This is the judgment if the criterion ‘mechanism to support and guide learners
to achieve better outcomes’ is inadequate, or if two or more of the criteria are
judged ‘Inadequate’.
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Aspect (5): Effectiveness of Leadership, Management and Governance
Essential sources of evidence are, but not limited to, the following:
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•

the organisational structure and details of staff roles and responsibilities including any changes
introduced due to emerging circumstances

•

the provider’s mission and vision statements

•

the provider’s current strategic and development/action plans, and reports on monitoring
their implementation

•

risk management policy and changes introduced to the policy due to the emerging circumstances

•

evidence on change management prompt response to the needs of emerging circumstances

•

analysis of learners’ performance data, relevant reports and utilisation of outcomes

•

access to the provider’s LMS, and reports produced where applicable

•

latest update of relevant policies and procedures including the quality assurance procedures
and documentations and relevant changes introduced to suit the emerging circumstances, and
evidence on their implementation

•

policies and procedures related to data protection, security of records, back up plans, and
disaster and maintenance data recovery plans including relevant changes introduced to suit
emerging circumstances and evidence on their implementation

•

records of staff qualifications, monitoring of performance and training including teachers/
trainers’ Curriculum Vitae (CVs) and profiles

•

minutes of management, staff and other relevant meetings

•

evidence on self-evaluation procedures and outcomes including the inputs and mechanism
used to develop the contingency plan where required

•

procedures/guidelines introduced/revised to deal with staff and learners’ health and safety
and well-being during emerging circumstances

•

documentations and arrangements for staff and learners’ health and safety and well-being,
and evidence on implementation

•

log of racism, bullying, and harassment incidents (including cyber) and the action taken

•

evidence of certified first aiders and staff trained on handling emergency cases

•

Onsite/virtual tour of premises by the review team

•

internal verification and moderation reports

•

external verifiers and moderators’ reports where applicable

•

evidence on staff induction and awareness of the needs emerging circumstances

•

evidence on links with internal and external stakeholders

•

where applicable, governing body roles, responsibilities and accountabilities/contributions

•

relevant committees’ roles and responsibilities

•

mechanism used to assess teachers/trainers’ ability to use the LMS, and evidence of technical
support provided to them

•

manuals and guidance provided to staff, including teachers/trainers on the utilisation of LMS

•

evidence on tracking teachers/trainers’ use of the available resources (including LMS tools)
and using the outcomes to improve teachers/trainers’ performance

•

records of monitoring teachers/trainers’ individual performance by the provider

•

evidence of evaluating staff performance against the needs of emerging circumstances and use
of the outcome to improve their performance

•

ICT manual/handbook

•

virtual tour of the LMS and data management system

•

review team meetings with the management, learners, stakeholders, teachers/trainers and
relevant staff members

•

review team meetings with the management, including governing body where applicable

•

outcomes of learners and stakeholders’ feedback collected by the review team

•

outcomes of learners’ and stakeholders’ feedback collected by the provider (for example
course evaluation) and evidence on utilisation of outcomes

•

history of improvement/plans for further improvements

•

repeat business

•

other documents mentioned in the provider’s SEF.

Interpreting the criteria of the Aspect
The quality of leadership, supported by efficient management, is central to the success of the provider.
Judgments about leadership and management relate to the extent to which the provider strategic
planning is clear and based on comprehensive self-evaluation process and the effectiveness of the
learners and staff performance monitoring. The leadership and management are responsible for the
quality of the provision (the quality of teaching/training, the range and appropriateness of the courses/
programmes offered, the effectiveness of the support and guidance offered to learners) which will
impact the achievement and success of learners. The provider’s leaders and managers are responsible
for ensuring that the learning environment is conducive, healthy, safe and secure for both learners
and staff.

C5.1 The provider’s strategic planning is informed by a rigorous and regular self-evaluation
process that focuses on raising learners’ achievement and the overall quality of
provision. *
This indicator is inferred through the following:
•

the provider has clear vision and mission statements that focus on maximising learners’
achievement and experience and are communicated with staff
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•

the provider has a clear strategic direction that enables the achievement of its mission and
vision

•

strategic planning is derived from a rigorous, inclusive and regular self-evaluation process
which is an integral part of the provider’s overall approach to quality improvement

•

targets are challenging, embedded in a theme of continuous improvement and mapped to a
clear strategic planning

•

an effective and detailed operational/action plan is developed which sets out clear tasks,
timescale, accountability and success measures to facilitate progress monitoring over time

•

the management team develops and implements an appropriate and rapid plan in response to
the emerging circumstances and identifies the human, physical and financial resources needed

•

the management team conducts periodic risk management assessment and mitigation plans

•

changes in the way the provider operates due to the emerging circumstances are discussed
with staff members, and their opinion is considered when decisions are made

•

The grades awarded, and the evidence provided in the SEF submitted for the review, shows
clear self-awareness of the provider’s status.

C5.2 Learners’ achievement is monitored and analysed to inform decision making. *
This indicator is inferred through the following:
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•

the provider maintains accurate and reliable data on learners’ achievement for all conducted
courses. This includes learners’ attainment levels, as measured by retention, success and/
or pass rates on courses and, the progress learners make from their starting points on the
courses, and attainment levels on course/programme and institutional levels

•

records of performance data are accurate, and the provider has procedures in place to verify
assessment design and implementation, for example through a rigorous verification and
moderation processes

•

there is an effective system to maintain learners’ records, which include process for accurately
entering (and verifying) data on enrollment and grades

•

the provider analyses the achievement data as a mean of identifying trends over time and
areas for development by assessing whether rates of achievement are improving, declining or
sustained and if there are variations among the courses and levels offered

•

there is a mechanism to monitor learners’ attendance and punctuality, review the rates and
analyse them, and use the outcomes to inform decision-making

•

the outcomes of the analysing learners’ attendance, punctuality and performance are discussed
at relevant management and staff meetings to inform their strategic and action planning and
self-evaluation processes.

C5.3 Staff performance management arrangements are effective, their training needs are
assessed and they are guided on how to improve. *
This indicator is inferred through the following:
•

tthe provider monitors the performance of staff regularly and closely to ensure the quality of
its provision, including during emerging circumstances, through formal, regular and relevant
procedures and records in place for monitoring the performance of staff members and
identifying areas for improvement, particularly for those involved in teaching/training

•

the provider has an effective system, suitable for the provider’s status and chosen mode of
delivery, to monitor the quality of teaching/training and evaluate teachers/trainers’ ability
to utilise the available resources, and the system’s outcomes to inform action planning and
improvement

•

professional development needs of staff members are identified based on the outcomes
of staff appraisal and targets are set and there is a mechanism to monitor and evaluate the
achievement of these targets

•

where applicable staff are supported to acquire the professional development needed

•

If there is a change in the mode of delivery, the provider has a mechanism in place to determine
teachers/trainers’ ability to undertake relevent changes and they are provided with the
technical support needed for the mode of delivery and platforms used.

C5.4 The organisational structure is fit-for-purpose and supported with qualified staff which
meets the provider’s aims and objectives
This indicator is inferred through the following:
•

the provider’s organisational structure is suitable considering the number of enrolment and
size/type of the operations and courses on offer

•

there is a staff recruitment policy that stipulates the minimum requirements in terms of
appropriate qualifications and experience, particularly for those involved in the design and
delivery of courses/programmes

•

the provider has the necessary range of human resources for the design and delivery of courses/
programmes in a manner suitable for the mode of delivery and platforms used

•

the provider ensures that there is a close match between teachers’/trainers’ qualifications,
experience and the vocational areas or subjects they teach

•

roles and responsibilities of staff, particularly the senior management team, are clearly defined
and adjusted to meet the needs of emerging circumstances

•

the provider has formal induction procedures in place for newly recruited staff to ensure that
they are well-informed about the provider’s offerings and their role in ensuring the quality of
the provision, and in case of the emergence of new circumstances that effect their work

•

where appropriate, the provider’s governance structure is fit-for-purpose.
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C5.5

The provider has effective arrangements to quality assure its provision.

This indicator is inferred through the following:
•

the provider has an internal quality assurance system that includes a suit of policies and
procedures used to ensure the maintenance of the quality of all aspects of the provision

•

there is a mechanism to monitor the implementation of the internal quality assurance system to
ensure that the system is maintained and complied with, and assess the system’s effectiveness
and utilise the outcomes to revise it as needed

•

the internal quality assurance system meets the requirements of the NQF Institutional Listing
Standards

•

the mechanisms utilised to review teaching/training and learning, and to improve learners’
achievement are effective

•

the provider ensures that all course components, particularly assessments and control of their
administration, are efficiently, effectively and consistently delivered across different learner
groups

•

the moderation and verification processes are effectively implemented and cover all aspects
of the learning provision

•

policies and procedures are in place to ensure the security and protection of staff and earners’
records and, where applicable, the security of the online systems and platforms used, which
are systematically implemented, followed up and revised.

C5.6 There is a conducive learning environment, and policies, procedures and practices in
place are effective in ensuring the health, and safety and well-being of learners and
staff.
This indicator is inferred through the following:
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•

there are appropriate and comprehensive health and safety policies, procedures and equipment
in place, which are evident in the day-to-day provider’s operations, the commitment of the
management and the staff involvement to foster a health and safety culture

•

the provider adopts a monitoring mechanism to ensure the continuous implementation of
these policies and procedures, and where needed to revise them

•

regular risk assessment is undertaken, and formal records of evacuation procedures are
available

•

the provider has certified first aiders and staff are trained on handling emergency cases

•

the provider actively promotes a climate of care, understanding, tolerance and respect

•

there are formal policies and procedures in place for dealing with incidents of racism, bullying,
harassment (including cyber) and other inappropriate behaviour such as the social media
misuse

•

where relevant, there are procedures in place for the supervision and care of young learners,
particularly while using the online platforms, during break periods while being on the provider’s
premises, and while using the provider’s transportation, where applicable

•

the learning environment is hygienic and conducive with sufficient and appropriate classrooms
and workshops that are well furnished, ventilated, lightened and air-conditioned, and adhere
to all health and safety regulations required by the official bodies, including measures called
for during emerging circumstances; to ensure that learners and staff are comfortable and able
to focus on the teaching/training that is being delivered.

C5. 7 The provider maintains effective links with stakeholders and local community, analyses
and acts upon their views and those of learners.
This indicator is inferred through the following:
•

the provider has well established links with employers and relevant stakeholders in those
industries for which they are preparing learners and delivering courses/programmes

•

where courses are offered to school students, the provider has effective links with parents and
feeder schools

•

networks with relevant local, regional and international partners and awarding bodies, where
applicable, are maintained and utilised to inform decision-making

•
•

links with local community entities such as charities, social associations and non-profit
organisations, where applicable, are maintained and utilised to improve the provision

•

the used approaches to collect and analyse the views of learners and stakeholders are
appropriate and inclusive

•

the outcomes of learners and stakeholders’ views are utilised to inform decision-making and
guide improvement plans and actions.

C5. 8 Where one exists, the governance is effective in holding the leadership accountable
for the provider’s performance, and contributing to its strategic directions and
sustainability.
Not every provider will have a formally constituted governing body or Board of Directors. In some,
the owner may rely on an advisory group to assist in the governance of the institute. All these are
acceptable arrangements in principle.
This indicator is inferred through the following:
•

the respective management and governance roles are kept separate, so that both may function
effectively; roles are clearly identified and documented

•

the governing body provides effective oversight of the providers’ work, sets the strategic
direction of the institute in line with its aims and contribute positively to the institute’s growth
and sustainability

•

the governance arrangement enables the members of the governing body/Board of Directors
to review the management’s performance and hold the leadership accountable.
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Effectiveness of Leadership, Management and Governance Grading Rubric
Grade

Interpretation

Outstanding (1)

The judgment is outstanding in the majority of the Aspect’s criteria including
‘strategic planning’, ‘monitoring of learners’ achievement’, and ‘staff
performance management’, while the judgment of the other criteria should
be at least ‘Good’.

Good (2)

The judgment is at least good in the majority of the Aspect’s criteria including
‘strategic planning’ and ‘monitoring of learners’ achievement’, and ‘staff
performance management’, while the judgment of the other criteria should
be at least ‘Satisfactory’.

Satisfactory (3)

The judgment is at least satisfactory in most of the Aspect’s criteria including
‘strategic planning’, ‘monitoring of learners’ achievement’, and ‘staff
performance management’. In addition, the criterion related to health and
safety is judged at least ‘Satisfactory’.

Inadequate (4)

This is the judgment if either the criterion ‘strategic planning’, ‘monitoring
of learners’ achievement’, ‘staff performance management’ or ‘health
and safety’ are inadequate, or if three or more of the criteria are judged
‘Inadequate’.

Overall Effectiveness
In arriving at the judgement for overall effectiveness, review team will consider the judgement of
‘learners’ achievement’ and the extent to which ‘teaching/training and assessment’ and/or ‘leadership,
management and governance’ promote a quality of provision that enables learners to achieve their
expectations and meet the needs of relevant stakeholders.
Review team will base their judgements on the outcomes of the five Aspects, with a particular emphasis
on raising learners’ achievement.
The review team will not consider the grades for the five Aspects and for overall effectiveness in
isolation but will analyse the relationship between the grades to ensure that a coherent ‘story’ is told
as to why the outcomes are as they are.

Overall Effectiveness Grading Rubric
In arriving at a judgement, the review team will consider the judgments of the five Aspects based on
the following interpretation:
Grade

Outstanding (1)
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Interpretation
The majority of the Aspects are outstanding including ‘learners’ achievement’
and either ‘teaching/training and assessment’ or ‘leadership, management
and governance’, while the judgment of the other Aspects should be at least
‘Good’.

Good (2)

The majority of the Aspects are at least good including ‘learners’ achievement’
and either ‘teaching/training and assessment’ or ‘leadership, management
and governance’, while the judgment of the other Aspects should be at least
‘Satisfactory’.

Satisfactory (3)

Most of the Aspects are at least satisfactory. This should include ‘learners’
achievement’, ‘teaching/training and assessment’ and ‘quality of courses/
programmes’.

Inadequate (4)

This is the judgment if any of the Aspects of ‘learners’ achievement’, ‘teaching/
training and assessment’ or ‘quality of courses/programmes’ are judged
’Inadequate’, or if two or more of the Aspects are judged ‘Inadequate’.

Capacity to Improve
The review team will evaluate the provider’s history of improvement and/or the impact of initiatives
undertaken. Review team will pay particular attention to initiatives that focus on raising learners’
achievement and rates of retention and enrolment, particularly those initiatives which are continuously
improving the quality of teaching/training and assessment. Review team will consider the effectiveness
of the provider’s management and the robustness of the processes underpinning strategic planning
and quality improvement. Effective providers will have robust, clear and comprehensive plans for
improvement with challenging but realistic targets. In addition, they will also consider improvements
made to the quality of provision as a result of addressing learners’ or stakeholders’ concerns, or areas
for development identified through their self-evaluation processes and recommendations stated in the
previous BQA review report. The provider is expected to measure the impact of these improvements.
Furthermore, review team will judge whether the provider has sufficient and competent staff and
high quality resources to enable improvements to be carried out. The review team will also consider
whether the provider has the capacity to make further improvements to its provision or to maintain
the already high quality provision it offers.

Capacity to Improve Grading Rubric
In arriving at a judgement, the review team will consider the following interpretation
Grade

Interpretation

Outstanding (1)

This is the judgment when the provider has a strong history of improvements
and/or maintaining good practices that has clear impact on its operations,
and effective initiatives that focuses on raising learners’ achievement. The
rates of retention and repeat business indicate that the provider is successful
in maintaining its reputation. Resources available are of high quality and
greatly support improvement. The provider effectively measures the impact of
improvement actions. Features of leadership and management that promote
and contribute to improvement are all at least good.

Good (2)

This is the judgment when the provider has shown in the past that it can lead
effective improvement which has positive impact on its operations, and carry
out a number of initiatives that focus on raising learners’ achievement, rates
of retention and repeat business. Resources available are fit-for purpose and
effective in supporting improvement. The provider knows its strengths and
areas for development and is committed to continuous improvement, and
suitably measures the impact of improvements done.
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Satisfactory (3)

This is the judgment when the provider has shown evidence of some appropriate
improvements that focuses on raising learners’ achievement and the quality
of the provision although the impact of these is limited or yet to be seen.
Some features of leadership and management that promote and contribute
to improvement are satisfactory; particularly those related to planning that
is based on self-evaluation process. The provider has some arrangements for
quality assurance and improvements. Resources available are adequate and
facilitate improvement.

Inadequate (4)

This is the judgment if there is limited ability in raising learners’ achievement or
improving the quality of the provision; if planning is not based on an accurate
self-evaluation process; or if there is ineffective leadership and management to
carry through the action required for improvement. The provider may have a
history of a very limited improvement or changes that had no clear impact on
the improvement process.

Issues that affect the review judgment
Health and safety issues
If significant health and safety issues are found, the Aspect of leadership, management and governance
will be judged as ‘Inadequate’, regardless of the judgements of the other criteria, as well as the
provider’s overall effectiveness. In case of critical health and safety hazardous situations, the review
will be suspended in accordance with BQA’s policies and procedures. In all cases, BQA will inform the
licensing and relevant bodies to take appropriate measures.

Non-compliance with the review process
Providers may be deemed inadequate because of their failure to comply with the review requirements.
This process will be in accordance with BQA’s policies and procedures.
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Individual Lessons/Training Sessions Grading Rubric
When grading lessons/training sessions, reviewers focus particularly on learners’ performance during
the observed sessions. It is not the teachers/trainer performance itself that is crucial to the judgement
but rather the impact of their knowledge and expertise, their planning of the session, the teaching/
training and assessment methods used and the quality of the delivery on learning that is crucial. Note
that any session which does not involve some form of learning assessment is unlikely to be graded
satisfactory or better. The evaluation of lessons/ training sessions is detailed in the table below.

Outstanding (1)

The session is well planned and enthusiastically delivered where the teacher/
trainer challenges and motivates different groups of learners. The stimulating
and relevant range of activities used expertly match learners’ needs. The
teacher/trainer has a high level of subject/vocational expertise and teaching/
training experience. The teaching/training strategies used inspire learners,
promote their independence and higher order thinking skills and ensure that
most, if not all, learners make good or better progress in the acquisition of the
relevant knowledge and/or skills. Almost all learners are engaged productively
throughout the session. The available resources are used effectively to promote
learning. The teacher/trainer uses a range of effective assessment methods
to measure learners’ attainment of the session’s objectives and ILOs and
accordingly inform the delivery of the session. The teacher/trainer provides
timely and constructive feedback; learners know how well they are doing and
what they need to improve further.

Good (2)

The teacher/trainer is well prepared and delivers the session briskly using a range
of relevant activities to support learning and appropriately address the individual
learners’ needs. Learners have a positive attitude towards their learning and
the majority of them make good progress in their acquisition of the relevant
knowledge and/or skills. The teacher/trainer has relevant subject/ vocational
knowledge and uses a range of teaching/training strategies and resources to
promote learners’ independence and generally higher order thinking. Most of
learners are engaged in the session. Effective assessment of learners’ attainment
is evident in the session and used in further adapting the session to the needs of
the learners. Learners are provided with effective feedback on how to improve.

Satisfactory (3)

The teacher/trainer has suitably planned and delivers the session to appropriately
meet the needs of learners. The teacher/trainer has relevant subject knowledge
and use teaching/training strategies and resources to generally engage learners
in the session. The majority of learners make satisfactory progress in their
acquisition of the relevant knowledge and/or skills. Adequate assessment
methods are used and some feedback is provided to learners on their
performance.

Inadequate (4)

As a result of the ineffective planning and/or delivery of the session, or the
teacher/trainer’s irrelevant subject/vocational or teaching/ training experience,
a significant portion of learners do not make appropriate progress in their
acquisition of the relevant knowledge and/or skills. The teacher/ trainer’s
unenthusiastic or overly teacher-centred delivery fails to engage or motivate
learners. Resources, if used at all, are not used effectively to promote learning.
Assessment is not carried out or is superficial and is not used effectively to help
learners improve. The activities may be inappropriate, either too difficult or not
challenging enough or might be irrelevant to the topic/subject.
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PART 3 REVIEW PROCESS
Reviews process take place to assess providers against the five Aspects detailed in Part 2 of this Review
Handbook. Using the criteria under each Aspect, review team make professional and evidence-based
judgements. The review process includes a number of activities over predefined timeline. The main
steps are detailed in the upcoming sections.

Review Activities and Tools
Provider’s Notification
Prior to the review visit, providers will receive a notification to inform them that they have been
scheduled for a review. The notification will refer to the SEF and LPD templates to be completed by the
provider and submitted to DVR, within 4 weeks from the notification date. To complete this process,
the provider should:
•

familiarise themselves with the current Review Handbook

•

discuss the requirements of the review with their staff, so that everyone knows what to expect

•

select a nominee to be the focal point of communication with the BQA

•

ensure that the submitted SEF, LPD and supporting evidence are up-to-date and reflect the
provider’s current status.

Planning Meeting
Once a provider is notified about the review, the Lead Reviewer (LR) assigned to the review will
communicate with the provider to arrange for the planning meeting that will take place at a time
convenient to the provider’s representatives and the LR. This is the provider’s representative chance
to:
•

mmake sure the LR understands the key characteristics of the provision and the status of the
provider since the last review/provider’s inception

•

clarify any queries or concerns

•

identify the nominee

•

plan with the LR the upcoming activities.

Self-evaluation
Self-evaluation by the provider plays a central part in the review process. Providers should evaluate
their performance with regard to the five Aspects and 29 criteria stated in the Review Framework
(refer to Part 1 & Part 2), and record their findings in the SEF provided by the BQA. Reviewers use the
SEF, LPD and submitted evidence to frame preliminary assumptions about the provider’s performance
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in relation to the Aspects in advance of the site visit. These are included, with a commentary, in the
Pre- Review Briefing (PRB) document, which is shared with the provider at least one week prior to the
review visit. LR communicates with the nominee to arrange for a meeting to discuss this document; if
needed. Reviewers will verify the SEF claims by directly observing lessons/training sessions (online and
traditional), scrutinising learners’ work, analysing data, reviewing documentation and meeting with
learners, key staff and other stakeholders, such as employers and, where relevant parents.

Deployment of Reviewers
The review team size will vary depending on the size of the provider and the range of courses/
programmes offered. The review team might include external consultants who are on the DVR external
reviewers’ register. One reviewer will be the designated LR and individual team members will take
responsibility for leading one or more Aspects of the Review Framework and/or particular vocational
areas. However, all judgements about the provider will be made collaboratively. All reviewers are
qualified and trained in relevant quality assurance procedures, including the use and interpretation of
the Review Framework.

Achievement Data
Providers are expected to collect data on learners’ achievement and regularly maintain it, as collection
and analysis of data are key to arrive at a judgement on the progress learners make, their levels of
attainment and the overall effectiveness of the provider. An LPD template is provided by the DVR;
however, the provider may develop a database that contains all the necessary information.

Pre-Review Briefing
A PRB is prepared by the review team prior to the site visit taking place. It should be concise, clear and
capture the most important issues specific to that provider, and highlight the analysis and claims to
be verified during the review. Once completed, the document is shared with the provider at least one
week before the review. LR communicates with nominee to arrange for a meeting to discuss the PRB
together with an outline review plan, if needed.

Review Visit

A review visit duration depends on the size of the provider and the range of courses/programmes
on offer. The review team will meet onsite/ virtual with the nominee and senior members of staff at
the beginning of the first day of the visit. This meeting gives an opportunity for the team to introduce
themselves to the provider’s staff and to deal with any last-minute questions or concerns.
Reviewers will undertake a range of evidence-gathering activities including:
•

observing lessons/training sessions (online and traditional) and other related activities

•

examining and evaluating learners’ written and practical work

•

analysing data about learners’ retention and achievement

•

evaluating evidence documents, especially those relating to the provider’s strategy and plans
for improvement
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•

conducting questionnaires/meetings with staff, learners and other stakeholders

•

touring the premises to assess whether relevant health and safety requirements are being
met and the provider has an appropriate learning environment and facilities with sufficient
resources. This includes access to the LMS, platforms and other provider’s system.

•

Some of the above activities may also take place prior to the review visit.

•

Some of the above activities may also take place prior to the site visit.

Observation of Lessons/Training Sessions
Reviewers will spend a proportion of the time observing teaching/training sessions during the week
of the site visit or in the weeks leading up to the visit. The LR will decide on the sessions to be visited;
this process is usually guided by the analysis of the LPD. Not all teachers/trainers will necessarily
be observed and reviewers will not always stay in a session for the full duration, although they will
normally observe the session for about 45 minutes. A grade will be awarded for the session, using the
same 4-point scale as for the overall review grades (Refer to Part 2: Aspects, Criteria and Judgement
Descriptions; Individual Lessons/Training Sessions Grading Rubric)

Scrutiny of Learners’ Work
Reviewers may evaluate learners’ written and practical work as they carry out observations, but the
provider will also be asked to gather the written work of a representative sample of learners for the
reviewers to look at. Analysis of work samples enables reviewers to evaluate the standards being
achieved, the progress learners have made over time, whether learners of different abilities are
being properly challenged and the quality of assessment, in particular marking, and the quality and
effectiveness of the feedback given. Examples of learners assessed work and a range of assessment
material should be made available to reviewers, in order to demonstrate how assessment supports
learning.

Meetings and Questionnaires
Meetings with staff, learners and stakeholders are key sources of evidence in making judgements
about a provider’s effectiveness. The nominee will be asked to schedule meetings with staff and with
a representative sample of learners and stakeholders; if required. Meetings will not, except by prior
arrangement, exceed 60 minutes. Meetings may also be held via telephone. Electronic questionnaires
will be sent to learners, parents, trainers and employers to seek their views and suggestions about the
performance of the provider.

Review Team Meetings
The review team will meet regularly to consider gaps in evidence, agree on issues to be pursued, keep
the nominee informed about emerging findings and arrive at collective judgements.
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The Grading Meeting
On the final day of the site visit, the review team prepares for the grading meeting. Reviewers put
together a summary of the evidence collected during the review, including findings and areas for
improvement in the areas for which they have been responsible. These are discussed during the grading
meeting, and the team comes to a collective view on the grades to be awarded for each Aspect in the
Review Framework, the provider’s overall effectiveness and its capacity to improve. The judgements
are made based on the grading rubrics articulated in Part 1 and Part 2 of this document.

Feedback
Throughout the review, reviewers share their observations and findings with the nominee in a way
that allows the nominee to respond. They are also open to receiving additional evidence should the
nominee wish to offer this in response to issues raised, as per agreed deadlines. Verbal feedback will
occur in the following formats:
•

the LR will discuss the progress of the review and the emerging findings and issues with the
nominee during the review days

•

the review team will feedback its main findings to the provider verbally at the last day of the
review.

The verbal feedback provides an opportunity for the review team to share their observations and
findings with the nominee and other members of the provider’s staff in a formal way; and as per
the BQA’s meetings protocols. The nominee or a representative of the provider is encouraged to take
relevant notes of the feedback, particularly the review team’s recommendations. Some of the findings
may subsequently change as a result of the BQA’s internal quality assurance processes, and the phrasing
of the verbal feedback will not necessarily be the same as the phrases of the report. However, the main
judgements offered at the end of the site visit are unlikely to change. If for any reason they do, the
provider will be informed of such changes in due course.

The Review Report
The review report consists of the review judgements, details of the provider’s performance in each of
the five review Aspects and an overview of the effectiveness of the provider, including an evaluation
of its capacity to improve, in addition to the provider’s strengths and recommendations on what the
provider should do to improve. The report will go through a number of internal quality assurance
activities and will be sent to the provider for factual accuracy before it is submitted to the BQA’s Board
for approval and the Cabinet for endorsement. The report is then published on the BQA’s website.
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After Review Activities and Processes
Appeals
In the event that a provider is not satisfied with the review judgments, it has the right to appeal
through submitting a written formal request to the Director of the DVR, using the Form specified for
this purpose and supported by evidence shared earlier with the review team. This process will be in
accordance with BQA’s policies and procedures and within the specified timelines.

Action Planning
All providers, regardless of the review outcomes, must write a post-review action plan, focused on the
review recommendations. The plan should be submitted to the DVR within 20 working days of receipt
of the draft report. The progress against the submitted action plan will be assessed during the next
monitoring visits and reviews.

Monitoring visits
All providers who receive a judgement of ‘Inadequate’ for overall effectiveness will be subject to
monitoring visits by the DVR. The purpose of these visits will be to evaluate the progress the provider
is making in addressing the recommendations of the review report. This process will be in accordance
with BQA’s policies and procedures.

Roles and Responsibilities
The Nominee
The review approach is collaborative. The provider under review will nominate a senior member
of a full-time staff to act as its main link with the review team, before, during and after the review.
The nominee must have a detailed understanding of the provider’s programme and operations, be
sufficiently senior to ensure the cooperation of staff at all levels and have the authority to carry out the
role in an autonomous manner. The nominee shall:
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•

provide information to the LR to help with the planning of the review

•

brief the provider’s staff about the review arrangements

•

ensure onsite/virtual logistics requirements of the review are fulfilled

•

provide the LR with the requested evidence before and during the review

•

provide additional information and/or documentations to the review team

•

ensure that staff attend the meetings, as prescribed in the review plan

•

attend feedback meetings; as prescribed review plan.

The Lead Reviewer
The LR leads and manages the team assigned to review a provider. The LR shall:
•

plan and manage the preparation of the review

•

establish professional relationships with other members of the review and with provider’s staff

•

ensure that providers are given clear information about the review process

•

keep review team up-to-date with the review status and brief the review team about the
review activities

•

share useful and relevant information of the provider in advance with the review team

•

lead and manage team meetings timely and effectively, encouraging reviewers to openly
discuss evidence to reach sound and reliable judgements

•

provide support and guidance to the review team

•

complete the final review report

•

check the provider action plans based on the review report recommendations.

The Reviewer
The Reviewer works as part of the team assigned to review a provider. Reviewer shall:
•

participate effectively and timely in the development of the PRB

•

carry out (online and traditional) lessons/training sessions observations

•

gather, analyse and interpret relevant evidenc

•

record and document findings from review clearly and comprehensively using the appropriate
forms (Record of Review Judgements (RRJ), Evidence Forms (EFs))

•

arrive at accurate and objective review findings

•

communicate review findings clearly and accurately to team members and effectively
participate in review meetings

•

write informative and evaluative review reports, specifically those parts relevant to the
assigned Aspect(s).

The Subject Matter Expert and Consultant Reviewer
Part-time consultant reviewers are recruited for their specialist expertise and experience in one or
more professional fields and/or in the DVR review processes. They contribute to the review in the
following two roles:
•

subject matter expert: observes and evaluates lessons/training sessions, provides judgement
on learners’ work and assessments, and provides professional opinion on quality of courses/
programmes. Where needed he/she would attend for a number of hours to report on specified
activities
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•

consultant reviewer: acts as a full reviewer, attends the full duration of the review, carries all
assigned review activities and reports on them, in addition to writing parts of the review report
on the assigned Aspect(s).

Quality Assurance Manager
To ensure the quality of the review process and the performance of the review team, the DVR Director
will assign a senior DVR staff member who has not been involved in the review, in the role of quality
assurance manager through the following::
•

cross-check the PRB against the SEF and LPD, and submit it to the LR to make the necessary
amendments accordingly

•

communicate with/ visit the provider during the review days; if needed to ensure that the
review process and the review team are maintaining BQA policies and procedures

•

meet the nominee privately and record his/her feedback on issues related to the review
planning, daily feedback or the review team’s conduct

•

attend the grading meeting to ensure that the judgements in each Aspect are evidence-based.

•

discuss with the review team the recommendations to ensure their alignment with the review’s
outcomes and findings

•

remain present until the end of the final feedback to the nominee

•

scrutinise the EFs in terms of all relevant sections being completed, and that evaluative
summary of the review activity is written and judgements are secured

•

critically read, edit and moderate of the draft review report

•

complete the required documentations.

Reviewers’ Code of Conduct
Reviewers have a code of conduct which reflects the BQA’s values and will be observed at all times.
Reviewers will uphold the highest professional standards in their work, and ensure that staff of the
provider are treated fairly and benefit from their review. These standards are ensured through the
following code.
Reviewers will:
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•

evaluate objectively and impartially

•

report honestly, ensuring that judgements are fair and reliable

•

carry out their work with integrity, treating all those they meet with courtesy and sensitivity

•

do all they can to minimise the stress on those involved in the review, and act with their best
interests and well-being as priorities

•

maintain purposeful and productive dialogue with those whose work is evaluated, and
communicate judgements clearly and frankly

•

respect the confidentiality of information, particularly about the provider and individuals.

