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	Institutional Listing Application Form 

	
	
	Directorate of National Framework Operations
General Directorate of National Qualifications Framework & National Examinations

	
	
		Institution
	[Institution Title]

	
	

	Date
	dd/Month/yyyy


 



	
Institutional Listing Application

	The National Qualifications Framework (NQF) was established to contribute to education reform in the Kingdom of Bahrain. It has been developed as a single, comprehensive and mandatory qualifications framework that recognises all forms of learning. The NQF’s objective is to assist institutions and stakeholders to form a better understanding of the wide variety of learning and training provisions available in the Kingdom. Thus, the NQF:
· Provides a stronger basis for the understanding, comparison and recognition of national and foreign qualifications, thereby, improving employers’, parents’ and learners’ understanding of the value of qualifications offered by different institutions;
· Provides fit-for-purpose qualifications that have stronger linkages with learner needs, labour market needs and the national economy;
· Increases the accountability of education and training institutions towards maintaining high quality standards of their offerings, fostering mutual trust and recognition between institutions in different sectors; 
· Enhances the value and credibility of qualifications and institutions, which leads to increased opportunities for learners’ mobility and progression within and across vocational and academic sectors; and
· Promotes the concept of lifelong learning through the promotion of all types of learning, formal, informal and non-formal, and encourages institutions to establish learning pathways between education and training sectors.
Institutions are required to be ‘Listed’ in the NQF register prior to submitting their qualifications for placement on the NQF. To process their listing applications, institutions are required to fill in and submit this form, along with supporting materials, to the Directorate of National Framework Operations (DFO) to start the process of Institutional Listing.
This application consists of eight sections:
	Section 1 
	Institution Profile: This section contains general information about the institution.

	Section 2
	Quality Assurance System: The Institution is expected to generally describe its quality assurance system and provide details of the latest external review(s), where applicable.

	Section 3
	Standard 1: Access, Transfer and Progression: The Institution should provide evidence of the Institution’s mechanism for admission, credit transfer, career progression and appeals.

	Section 4

	Standard 2: Qualification Development, Approval and Review: The Institution should provide mechanisms for the development, approval and review of qualifications.

	Section 5
	Standard 3: Assessment Design and Moderation: The Institution should provide details of its qualifications’ assessment.

	Section 6
	Standard 4: Certification: The institution should provide mechanism for issuing, authenticating and maintaining records of certifications.

	Section 7
	Standard 5: Sustainability and Continuous Quality Improvement: The Institution should provide its quality assurance system, mechanism for continuous improvement of existing quality assurance system and risk and crisis management plan.

	Section 8
Section 9
	Details of Contact Person Responsible for this Application.
Completeness and Clarity Checklist


The Institutional Listing Evaluation Panel will use the information provided in this application as the basis for the decision to list the institution in the NQF register.
Please complete all sections within the form and attach all documentation and supporting material. The institution should refer to the NQF Handbook to become familiar with the Institutional Listing process and requirements.
The Institutional Listing Application Form must be signed by the authorised representative of the institution and submitted to the DFO along with supporting materials. The signed application form, all other evidence and documentation should be submitted in electronic format.

Please note the following:
When submitting the electronic format of this application form, if you wish to submit in PDF format, please make sure it is converted from Word format and not a scanned image.








	1. [bookmark: _Toc349465202]
Institution Profile

	1.1 A. Institution Name in English (as per license)  

	

	B. Institution Name in Arabic (as per license)  

	

	1.2 Institution Background 
(provide supporting material including the institution organisation structure)

	[you may refer to the institution’s history, vision, mission, provision, business, number of learners, etc.]

	1.3 The institution is regulated by the following body(s):

	☐
	Ministry of Education (MoE)
	☐
	Higher Education Council (HEC) 

	☐
	Ministry of Labour and Social Development (MLSD)

	☐
	Other, specify
	Specify:

	1.4 The institution is licensed by the following body(s):

	☐
	Ministry of Education (MoE)
	☐
	Higher Education Council (HEC)

	☐
	Ministry of Labour and Social Development (MLSD)

	☐
	Other, specify
	

	1.5 Institution Approval Number 
(Provide institution’s approval documents ‘license’)

	

	Issue Date 
	dd/mm/yyyy
	Expiry Date
	dd/mm/yyyy







	1.6 Select which of the following best describes your institution:

	☐
	Ministry  
	☐
	Polytechnic

	☐
	University 
	☐
	Training institute

	☐
	College 
	☐
	School

	☐
	Other, specify
	

	1.7 The institution is:

	☐
	primarily dedicated to education 
	☐
	primarily dedicated to training

	☐
	training and/or education are not the primary functions of the institution

	☐
	other, specify
	

	1.8 The institution provides qualifications in the following field(s):

	☐
	Basic Programmes and Qualifications
	☐
	Law
	☐
	Forestry

	☐
	Literacy and Numeracy
	☐
	Biological and Related Sciences
	☐
	Fisheries

	☐
	Personal Skills and Development
	☐
	Environment
	☐
	Veterinary

	☐
	Education
	☐
	Physical Sciences
	☐
	Health

	☐
	Arts
	☐
	Mathematics and Statistics
	☐
	Welfare

	☐
	Humanities
(except languages)
	☐
	Information and Communication Technologies
	☐
	Personal services

	☐
	Languages
	☐
	Engineering and Engineering Trades
	☐
	Hygiene and Occupational Health Services

	☐
	Social and Behavioural Sciences
	☐
	Manufacturing and Processing
	☐
	Security Services

	☐
	Journalism and Information
	☐
	Architecture and Construction
	☐
	Transport Services

	☐
	Business and Administration
	☐
	Agriculture
	☐
	Others (                              )


	1.9 Institution’s Details

	Building
	
	Road
	
	Block
	
	Area
	

	Website
	

	Contact Number
	
	Email
	



	1.10 Head of Institution

	Name
	

	Position
	

	Contact Number
	
	Email
	



	1.11 Head of Quality Assurance

	Name
	

	Position
	

	Contact Number
	
	Email
	



	Kindly provide the information mentioned in sections (1.9, 1.10 and 1.11) for each of the institution’s branches (if any)








	2. Quality Assurance System

	2.1 Quality Assurance System Overview
Describe briefly the institution’s quality assurance system (Provide the structure of the quality assurance department).

	



	2.2 Last Institution Quality Assurance Review (where applicable)
State the details of the latest external reviews (body, date, final results).

	

	3. Standard 1: Access, Transfer, and Progression 

	Indicator 1.1: Access and Admission 

	Description 
	Reference Number of Supporting Materials

	The institution should have formal arrangements1 relating to access and admission of learners to programmes leading to qualifications. The admission process must be transparent, adhering to regulatory body requirements and ensuring the fairness of criteria and requirements, with consideration of adjustment to learners with special needs (i.e. an official mechanism for the access and admission, application/admission form template, samples of filled out application/admission form, programme admission criteria, evidence of the identification of special needs learners during the admission stage, and evidence of the adjustment provided to learners with special needs).  
	

	Indicator 1.2: Credit Accumulation 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements relating to credit accumulation. The institution may use credit systems such as the European, American systems or NQF Credits to measure the volume of learning awarded for achieving the Intended Learning Outcomes (ILOs) of the units and the overall qualification. Credit points accumulate throughout the programme based on passing the programme's units. The institution should have an official document to record the accumulated credits. The institution has to provide details about the number of credits required to achieve a qualification. (i.e. an official mechanism of credit accumulation and learners’ achievements records/transcripts).
	

	Indicator 1.3: Internal and External Credit Transfer 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements relating to internal and external credit transfer. These arrangements should ensure that repetition of achieved credits is not required when learners move from one programme to another within the same institution or from other institutions. The institution has to provide clear guidelines for the minimum and maximum credits, and grades allowed for the credit transfer process (i.e. an official mechanism for internal and external credit transfer, internal and external credit transfer guidelines, internal and external credit transfer forms, and samples of internal and external credit transfer cases).
	

	Indicator 1.4: Career Progression and Learning Pathways 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements relating to identifying clear progression routes for learners to pursue further education or employment. The institution should ensure that learners are given the opportunity to exit a programme at a given level and progress to another, specifying achieved learning. The institution has to support the development of progression routes by offering learning and career guidance and counselling to learners and creating opportunities for learners to meet any progression, access or transfer criteria. The institution should have formal arrangements for tracking of the qualification graduates per cohort, with particular emphasis on the employability rates, job type, employability timing and/or skills enhancements. (i.e. an official mechanism to ensure learner's career progression and educational pathways, career guidance and counselling policy and/or procedure, evidence of having the practice of identifying and documenting the career progression and the educational pathways for the offered qualifications and samples of career guidance and counselling provided to learners).

	

	Indicator 1.5:  Recognition of Prior Learning (RPL)
(in accordance with current education and training regulations)

	Description 
	Reference Number of Supporting Materials

	The institution should have formal and transparent arrangements for the RPL that follow the NQF guidelines and complies to the education and training regulations, where applicable. The formal arrangements should include information on how to identify learning outcomes; document and record credit achieved by learners through non-formal or informal learning; adopt the appropriate Assessment of Prior Learning (APL); publish information on RPL opportunities; and ensure providing appropriate guidance and counselling to learners (i.e. an official mechanism for RPL, RPL form template, samples of filled RPL forms and evidence of implementing RPL, where applicable).

	

	Indicator 1.6:  Appeal Against Access and Transfer 

	Description 
	Reference Number of Supporting Materials

	The institution should have transparent formal arrangements relating to appeal against access and transfer decisions. These arrangements should ensure that learners have the opportunity to appeal the denial of access or transfer to a programme. (i.e. an official mechanism for appeal against access and transfer, appeal against access and transfer form template, and evidence on appeal against access and transfer cases).

	

	4. 
Standard 2: Qualification Development, Approval and Review 

	Indicator 2.1: Justification of Need 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for developing qualifications linked to the labour market, learners, societal or legal needs based on trusted and recent data sources. The institution should also have a mechanism/s for continuously identifying and maintaining the qualification’s rationale based on the stakeholders' feedback (i.e. an official mechanism for identifying and maintaining the qualification rationale, an official mechanism for collecting the stakeholders' feedback, an official mechanism for conducting training need analysis and evidence on implementing the aforementioned mechanisms, where applicable)

	

	Indicator 2.2: Qualification Design 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for the design of qualifications. The process of designing a qualification includes identifying the programme structure and the units’ content, articulating the ILOs, and deciding on the attendance mode (part-time or full time) and the delivery mode (on-campus, online or blended). The arrangements should ensure that the proposed design is developed based on actual and tangible need and is aligned/benchmarked with related national, regional or international standards or similar qualifications. External subject experts may be involved in the qualification development process (i.e. an official mechanism for the qualification design, templates of the forms used for the qualification design, filled out samples of the forms used, and minutes of meeting(s) discussing any qualification design).

	

	Indicator 2.3: Qualification Compliance 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements to ensure that qualifications design complies with regulatory body requirements and the NQF design requirements, such as having an appropriate structure, expressed in units/modules, having ILOs at the programme and the unit level and having a suitable arrangement for mapping and confirmation processes. These arrangements should also ensure having mapping and confirmation panels that are independent of each other, state roles and responsibilities of each panel, and ensure that panels’ members are familiar with  the NQF requirements and the credit framework specifications in terms of qualification’s title and credits requirements, and with the use of NQF level descriptors (i.e. an official mechanism for ensuring the compliance of the qualification, evidence of the compliance with the regulatory body requirements, the institution license, sample of a qualification license, mapping and conformation panels terms of reference and mapping and confirmation policy and/or procedure).

	

	Indicator 2.4: Learning Recourses and Learners’ Support

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements to ensure that appropriate and adequate levels of learning resources, Information Communication and Technology (ICT) resources, and physical infrastructure are provided and maintained to support learners' achievement of ILOs, considering the specified programme attendance and delivery modes. A clear plan for learner support should exist, especially in case of online and blended learning (i.e. an official mechanism for identifying and tracking learning resources, an official mechanism for identifying and maintaining learners support and forms/templates or logs used to identify and track the learning resources).

	

	Indicator 2.5: Qualification Internal Approval 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for internal approval of qualifications. These arrangements ensure that the design of the proposed qualification is internally checked and approved against a set of documented and agreed qualification approval criteria, before being forwarded to the regulatory body approval/ license. They should also indicate the layers of approval and the members and/or committees involved (i.e. an official mechanism for qualification approval, criteria for internal qualification approval, and templates/ filled forms used for the internal qualification approval).

	

	Indicator 2.6: Qualification Internal and External Evaluation and Review 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for the post-delivery evaluation of the qualification and its comprising units, and the internal and external review of the qualification. These arrangements should include details related to collecting, analysing and utilising the stakeholders' feedback and involving them as part of the periodic review. They should also include the frequency and scope of evaluation and review activities. Internal and external qualification reviews have to focus on the validity and currency of the ILOs and the extent to which learners achieve them, evaluating the effectiveness of the curriculum, teaching/training and assessment. The institution has to ensure that formal arrangements are in place to follow-up on the outcomes of the internal and external reviews (i.e. an official mechanism for collecting stakeholders' feedback, an official mechanism for the internal and external review of the qualification, templates/ filled forms and reports used for the internal and external review of the qualification  , criteria for the internal and external review of the qualification, evidence of implementing the aforementioned mechanisms, where applicable).

	

	5. Standard 3: Assessment Design and Moderation  

	Indicator 3.1: Assessment Design 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for assessment design. These arrangements should ensure that assessment methods are designed to adequately cover the ILOs and match their level of complexity and are following the guidelines stated in the institution's assessment policy. A clear mapping between the ILOs and assessment must exist. Assessment design should be appropriate for the programme attendance and delivery modes (i.e. an official mechanism for assessment design, guidelines for assessment design, samples of assessment at different units' level, assessment cover page showing the mapping between the ILOs, and units specifications/ syllabi or outlines showing the mapping between ILOs and assessment).

	

	Indicator 3.2: Internal and External Verification and Moderation of Assessment 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for the internal and external verification and moderation of assessment. These arrangements should ensure that the assessment design is checked prior to the delivery of the assessment to guarantee that it is fit-for-purpose and match the complexity of the ILOs (i.e. an official mechanism for the internal and external verification of assessment, template/ samples of internal and external verification forms or reports for units at different levels and list of external verifiers). The formal arrangements should also ensure that the assessment is being fairly and consistently marked across all learners after conducting the assessment (i.e. an official mechanism for the internal and external moderation of assessment results, template/ samples of internal and external moderation forms or reports for units at different levels and list of external moderators). They should also include the frequency and scope of the verification and moderation activities and the criteria for selecting the external verifier/s and moderators.

	

	Indicator 3.3: Marking Criteria 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for developing and using marking criteria. The arrangements should ensure that the assessment is marked based on pre-set and published marking criteria, rubrics, marking schemes or answers keys (i.e. an official mechanism for developing and using marking criteria samples of marking criteria, rubrics, marking schemes and answer keys).

	

	Indicator 3.4: Measuring the Achievement of Learning Outcomes  

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for measuring the achievement of ILOs. The arrangements should state the mechanism used to assess the learners' achievement and ensure the achievement of ILOs, and ensure taking improvement actions when not achieved, taking into account the programme attendance and delivery modes (i.e. an official mechanism for measuring the ILOs, ILOs measurement matrices, ILOs measurement reports, action plan based on ILOs measurement).  

	

	Indicator 3.5: Feedback to Learners  

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for feedback to learners. The arrangements should ensure that learners receive feedback on their assessed achievements and are informed on their progress in the programme in a timely, constructive and appropriate manner that is adequate to the purpose and type of assessment (formative or summative), taking into account the programme attendance and delivery modes (i.e. an official mechanism for feedback to learners, samples of marked assessment for units at different levels, feedback forms/ reports templates).  

	

	Indicator 3.6: Approval of Assessment Results

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for the approval of assessment results. The arrangements ensure that the assessment results are checked and approved against a set of documented and agreed approval criteria. They should also indicate the layers of approval and the members and/or committees involved (i.e. an official mechanism for approval of assessment result, approval of assessment results criteria, and templates/ filled forms used for the approval of assessment results).  

	

	Indicator 3.7: Appeal Against Assessment Results

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements relating to appeal against assessment results. These arrangements should ensure that learners have the opportunity to appeal against the assessment result. Learners should be aware of their right to appeal against result. (i.e. an official mechanism for appeal against assessment result, samples of appeal against assessment result forms, and evidence on appeal against assessment result cases).

	

	Indicator 3.8: Integrity of Assessment   

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements relating to the integrity of assessment. The arrangements should ensure the integrity of the assessment, including identification, reporting and resolving cases of plagiarism and other academic misconduct. Clear and specific arrangements should be in place to ensure assessment integrity where the programme is delivered online or blended. A set of penalties should be in place that is fair and proportionate, and the institution has to ensure that these are applied fairly and consistently (i.e. an official mechanism for ensuring assessment integrity, plagiarism reports and samples of misconducts cases).

	

	Indicator 3.9: Security of Assessment Documents and Records

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for the security of assessment documents and records. The arrangements should ensure the protection and integrity of assessment documents (hard and soft copies), materials and learners' assessment records; identify the access rights to them and detail any backup, recovery and record retention plans, taking into account the programme attendance and delivery modes (i.e. an official mechanism for the security of assessment documents and records; backup, recovery and distortion plan, and access right log).

	

	6. Standard 4: Certification 

	Indicator 4.1: Certificate Issuance

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for the certification issuance. The arrangements should ensure that the learner's certificate is issued based on pre-defined criteria, including learners' achievement of learning outcomes and fulfilling the qualification graduation requirements. They should also ensure the certification adherence to any national standards or requirements. In addition, the NQF Level and Credit values should be stated in the certificate and/or the transcript issued by the institution (i.e. an official mechanism for certificate issuance, criteria for certificate issuance, template/sample of a certificate, and template/sample of transcript).

	

	Indicator 4.2: Certificate Authentication 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for the certificate authentication. The arrangements should ensure that learner's certificate is genuine and protected against fraud, through having authentication measures such as having serial number, stamp, seal, using special papers or other advanced technologies. (i.e. an official mechanism for certificate authentication, template/sample of a certificate, and template/sample of transcript).

	

	Indicator 4.3: Records of Certification 

	Description
	Reference Number of Supporting Materials

	The institution should have a reliable and secure system for storing and maintaining records of issued certificates. It should also have formal arrangements to identify the access rights to learners' certificates and to detail any backup, recovery and record retention plans. In addition, it should include details on the institution's mechanism for issuing lost certificates (i.e. certification system manual, certificate records, certificate log, and access log).

	

	7. Standard 5: Sustainability and Continuous Quality Improvement

	Indicator 5.1: Institution Quality Assurance System 

	Description
	Reference Number of Supporting Materials

	The institution should have a comprehensive quality assurance (QA) system which identifies all the QA activities conducted to improve the institutions' main processes (teaching/training, learning and assessment), including those related to the Institutional Listing Standards. It should also identify the staff involved in these activities, along with their roles and responsibilities. The institution may use an electronic system to manage and control the QA activities (i.e. quality assurance manual, institutions' policies and procedures, structure/description of the QA department/section, description of the QA activities in the institution).  

	

	Indicator 5.2: Continuous Improvement of Institution Quality Assurance System 

	Description
	Reference Number of Supporting Materials

	The institution should have formal arrangements for the continuous improvement of the institution's QA system. The arrangements should include a mechanism for collecting information and reflecting on the effectiveness of the institution's main processes (teaching/training, learning and assessment), including NQF requirements through regular review activities. The institution should also have a predefined timeframe to review and update all of its governing policies and procedures (i.e. an official mechanism for collecting stakeholders’ feedback on the institution processes, an official mechanism for reviewing the institution QA system, evidence on the implementation of the aforementioned mechanism, and timeframe for updating the QA manual and the institution's policies and procedures).

	

	Indicator 5.3: Risk and Crisis Management

	Description
	Reference Number of Supporting Materials

	The institution should have risk and crisis management plan to ensure the continuity and sustainability of its operations.  This plan should also consider how to maintain the value of the offered qualifications under such circumstances.  (i.e. risk/crisis management plan, and risk/crisis management guidelines).

	



	8.  Details of the contact person responsible for this application

	Name
	

	Position 
	

	Contact Number
	

	Email 
	



	Authorised representative Name 
	

	Position Title
	

	Signature 
	
	Date
	




	

9. Completeness and Clarity Checklist

	The following checklist is used to ensure the completeness and clarity of the Institutional Listing Application before submitting it to the Directorate of National Framework Operation (DFO) at BQA.



	Institutional Listing Application

	Standard 1: Access, Transfer, and Progression

	Indicator 
	Available

	
	Yes
	No

	Indicator 1.1. Access and Admission

	Formal arrangements in place, including:
	
	☐

	· Roles and responsibilities
	☐
	☐

	· Process timeframe
	☐
	☐

	· General access and admission requirements/ criteria
	☐
	☐

	· Special needs consideration
	☐
	☐

	Sample qualification-specific admission requirements/ criteria, if available
	☐
	☐

	Transparency ensured
	☐
	☐

	Forms (Registration)
	☐
	☐

	Indicator 1.2. Credit Accumulation	

	Formal arrangements in place, including: 	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Process timeframe
	☐
	☐

	· Credit system used
	☐
	☐

	· Accumulated Credit documentation (based on learning outcomes (LOs) achievement)
	☐
	☐

	Documentation template (i.e., transcript, forms)	
	☐
	☐

	Indicator 1.3. Internal and External Credit Transfer	

	Formal arrangements in place, including: 	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	· Requirements/ criteria (max and min credit and grades)
	☐
	☐

	· Transparency ensured
	☐
	☐

	· Forms used (transfer)
	☐
	☐

	Sample credit transfer case, if available	
	☐
	☐

	Indicator 1.4. Career Progression and Learning Pathways	

	Formal arrangements in place, including:	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Career counselling and support 
	☐
	☐

	Transparency ensured
	☐
	☐

	Indicator 1.5. Recognition of Prior Learning (RPL)	

	Formal arrangements in place, including: 	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Requirements/ Criteria
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	Transparency ensured
	☐
	☐

	Forms (RPL), if available 
	☐
	☐

	Sample of RPL case, if available
	☐
	☐

	Indicator 1.6. Appeal Against Access and Transfer	

	Formal arrangements in place, including:	
	☐
	☐

	· Roles and responsibilities 
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	· Forms used for appeal
	☐
	☐

	Transparency ensured
	☐
	☐

	Sample appeal against access/ transfer case, if available 
	☐
	☐



	Standard 2: Qualification Development, Approval and Review

	Indicator
	Available

	
	Yes
	No 

	Indicator 2.1 Justification of Need	

	Formal arrangements in place, including:
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Process stages & timeframe (including action planning the findings)
	☐
	☐

	Samples of reports/ surveys
	☐
	☐

	Indicator 2.2. Qualification Design	

	Formal arrangements in place, including:  
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	· Design criteria
	☐
	☐

	· Benchmarking/ external expert involvement (if any)
	☐
	☐

	Indicator 2.3. Qualification Compliance

	Valid Approval (i.e., license/ decree/ internal approval) 
	☐
	☐

	· Formal arrangements in place, including:
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	· Mapping and confirmation (including the composition of the panels)
	☐
	☐

	Indicator 2.4. Learning Resources and Learners’ Support	

	Formal arrangements in place, including: 	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Process stages & timeframe (at qualification design and delivery stages) 
	☐
	☐

	· Type of resources and supports available to learners
	☐
	☐

	Forms (recourses identification/tracking)
	☐
	☐

	Indicator 2.5. Qualification Internal Approval	

	Formal arrangements in place, including: 	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Process stages & timeframe (including the final approval)
	☐
	☐

	· Requirement/ criteria 
	☐
	☐

	Forms (approval)
	☐
	☐

	Indicator 2.6. Qualification Internal and External Evaluation and Review	

	Formal arrangements in place, including: 	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Review criteria
	☐
	☐

	· Process stages & timeframe (including action planning the findings)
	☐
	☐

	Forms (i.e., reports/ surveys)
	☐
	☐



	Standard 3: Assessment Design and Moderation	

	Indicator
	Available

	
	Yes
	No

	Indicator 3.1. Assessment Design	

	Formal arrangements in place, including: 	 	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Assessment design criteria (including coverage of LOs)
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	Transparency ensured (assessment to LOs mapping)
	☐
	☐

	Forms (assessment design)
	☐
	☐

	Indicator 3.2. Internal and External Verification and Moderation of Assessment	

	Verification

	Formal arrangements	 in place, including: 	
	☐
	☐

	· Roles and responsibilities/ selection criteria
	☐
	☐

	· Type of assessment covered
	☐
	☐

	· Criteria (including coverage of LO)
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	Forms (verification)
	☐
	☐

	Moderation of Results

	Formal arrangements	 in place, including:  
	☐
	☐

	· Roles and responsibilities/ selection criteria
	☐
	☐

	· Type of assessment covered
	☐
	☐

	· Criteria (including sampling methods, if any)
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	Forms (moderation)
	☐
	☐

	Indicator 3.3. Marking Criteria	

	Formal arrangements in place, including:	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Requirements/ criteria
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	Transparency ensured
	☐
	☐

	Samples (rubrics, answer keys, assessment description)
	☐
	☐

	Indicator 3.4. Measuring the Achievement of Learning Outcomes	

	Formal arrangements in place, including:
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Requirements/ criteria (including the threshold of los achievement)
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	· Improvement actions
	☐
	☐

	Forms (matrices, rubrics, or other tools)
	☐
	☐

	[bookmark: _Hlk126748891]Indicator 3.5. Feedback to Learners	

	Formal arrangements in place, including:		
	☐
	☐

	· Timely and constructive feedback 
	☐
	☐

	Feedback samples
	☐
	☐

	Indicator 3.6. Approval of Assessment Results

	Formal arrangements in place, including: 	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Process stages & timeframe (including the final approval)
	☐
	☐

	· Requirements/ criteria
	☐
	☐

	Forms (approval)
	☐
	☐

	Indicator 3.7. Appeal Against Assessment Results

	Formal arrangements in place, including:	
	☐
	☐

	· Roles and responsibilities 
	☐
	☐

	· Process stages & timeframe
	☐
	☐

	· Forms (appeal)
	☐
	☐

	Transparency ensured
	☐
	☐

	Appeal samples, if available
	☐
	☐

	Indicator 3.8. Integrity of Assessment

	Formal arrangements in place (for online and in person assessment), including:	
	☐
	☐

	· Plagiarism (detection tool, similarity %)
	☐
	☐

	· Academic misconduct
	☐
	☐

	· Invigilation arrangements
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Actions and penalties
	☐
	☐

	Samples of plagiarism and/or misconduct cases
	☐
	☐

	Indicator 3.9. Learners with Special Needs

	Formal arrangements in place for hardcopy and softcopy documents), including:
	☐
	☐

	· Document and record keeping
	☐
	☐

	· Back-Up arrangements
	☐
	☐

	· Authorizations (access log)
	☐
	☐

	· Retention period
	☐
	☐



	Standard 4: Assessment Design and Moderation

	Indicator
	Available

	
	Yes
	No 

	Indicator 4.1. Certificate Issuance	

	Formal arrangements in place, including: 	
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Criteria (including achievement of LOs)
	☐
	☐

	· Statement of NQF Level and Credit (i.e., certificate, transcript)
	☐
	☐

	Samples (i.e., certificate, transcript)
	☐
	☐

	Indicator 4.2. Certificate Authentication	

	Formal arrangements in place, including: 	
	☐
	☐

	· Fraud protection (i.e., special paper, serialization, stamp, seal)
	☐
	☐

	Indicator 4.3. Records of Certification	

	Formal arrangements in place (for hardcopy and softcopy of certificates), including: 
	☐
	☐

	· Certificates record keeping
	☐
	☐

	· Back-Up arrangements
	☐
	☐

	· Authorizations (access log)
	☐
	☐

	· Retention period
	☐
	☐

	· Re-Issuance arrangements
	☐
	☐



	Standard 5: Sustainability and Continuous Quality Improvement	

	Indicator
	Available

	
	Yes
	No

	Indicator 5.1. Institution Quality Assurance System

	Formal arrangements in place, including:	
	☐
	☐

	· Comprehensive quality assurance (QA) system/ unit 
	☐
	☐

	· Scope/ criteria for QA activities 
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	Indicator 5.2. Continuous Improvement of Institution Quality Assurance System

	Formal arrangements in place, including:
	☐
	☐

	· Review of QA system
	☐
	☐

	· Roles and responsibilities
	☐
	☐

	· Information collection mechanism 
	☐
	☐

	· QA system review timeframe
	☐
	☐

	· Improvement/ Action Plan
	☐
	☐

	Sample of Institutional level review along with and action plan. 
	☐
	☐

	Indicator 5.3. Risk and Crisis Management	

	Formal arrangements in place, including:	
	☐
	☐

	· Risk and crisis management plan
	☐
	☐

	· Roles and responsibilities
	☐
	☐
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