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GOVERNMENT NOTICE
MINISTRY OF EDUCATION

No. 124 2006

REGULATIONS FOR THE ACCREDITATION OF PERSONS,
INSTITUTIONS OR ORGANISATIONS:
NAMIBIA QUALIFICATIONS AUTHORITY ACT, 1996

The Minister has, under section 14 of the Namibia Qualifications Authority Act, 1996 (Act No. 29
of 1996) and on the recommendation of the Council, made the regulations set out in the Schedule.

SCHEDULE
ARRANGEMENT OF REGULATIONS
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PRELIMINARY

1. Definitions
2. Application and scope of regulations
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Application for accreditation
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18. Application for expansion of scope
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21. Consideration of application and grant of application
22. Issue of certificate and registration

23. Expansion of accreditation fees

24, Effect of non-payment of fees

PART 5
GENERAL
25. Change of circumstances
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28. Power to obtain information
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PART 1
PRELIMINARY
Definitions
1 In these regulations a word or expression to which a meaning has been given in

the Act bears that meaning, and unless the context otherwise indicates -

“accreditation” means the formal status granted by the NQA under Section 13 of the Act and these
regulations;

“accredited body” means a person, organisation or institution accredited by the NQA in terms of
these regulations;

“education services” means the provision of structured teaching or learning programmes linked
to accredited courses or the provision of assessments and the making of assessment decisions
related to such courses;

“applicant” means a person who, or an organisation or institution which applies for accreditation
or an accredited body which applies for re-accreditation or expansion of the scope of educational
services in terms of these regulations;

“certificate” means a certificate of accreditation issued in terms of regulation 7, 15 and 22;

“‘“NQF” means the National Qualifications Framework established by Regulations Setting up the
National Qualifications Framework published in Government Notice No  of July 2006;
“register” means the register kept by the Council in terms of regulation 29;

“scope of accreditation” means the course or range of courses for which an applicant applies for
accreditation and for which accreditation has been granted,;

“system for managing quality” means any robust, coherent and consistent system of policies,
procedures and review mechanisms that are relevant to stated goals and objectives that are
themselves supported by relevant stakeholders and that are realistic in terms of the size, nature
and character of the organisation responsible for the described system; and

“the Act” means the Namibia Qualifications Authority Act, 1996 (Act No 29 of 1996).



Application and scope of regulations

2. D These regulations apply to persons seeking accreditation, re-accreditation
or expansion of educational services and to accredited bodies.

(2) An applicant —

(@) must demonstrate that he or she or it shall be responsible and accountable for the
guality of a substantial portion of services offered if he or she or it is to be eligible
for accreditation; and

(b) shall seek accreditation for a course or courses.

PART 2
ACCREDITATION
Application for accreditation
3. 8} An application for accreditation as contemplated in section 13 of the Act

must be made on Form Al of Annexure A.

2) The application referred to in subregulation (1) shall be —

@) accompanied by the information referred to in subregulation (3);

(b) accompanied by the fee specified in regulation 17; and

(© submitted to the Director.

3) The applicant must submit or make available supporting evidence that the
applicant has an appropriate system for managing quality that covers and meets the requirements
and criteria set for the grant of accreditation set out in Annexure B.

Assessment of application

4, D On receipt of complete application made under regulation 3 the Director
shall refer it to the Council which may —

(a) require the staff of the NQA to evaluate the application, conduct such verification
of the contents of the application as is deemed necessary, and report to the Council
on the level of compliance with the criteria set for accreditation;

(b) in evaluating the application or verifying the contents of an application, enlist the
assistance of such industry or subject experts as necessary to determine the
capacity of the applicant to deliver the named education services.

(2) Before enlisting the services of specific industry or subject experts as
contemplated in subregulation (1)(b), the Council shall give the applicant an opportunity to
consent to the involvement of such experts and such consent shall not be unreasonably withheld.



3) An accredited body has the right to check for factual accuracy any report, on the
level of compliance with the criteria set for accreditation, prepared by the staff of the NQA, before
the report is presented to the Council.

Consideration and grant of application

5. D On receipt of any evaluation report made in terms of regulation 4, the
Council shall consider the application and, subject to subregulation (2), grant accreditation, if it is
satisfied that the applicant has the required capacity for the specified scope of education services
to be accredited and it is likely that such capacity will be maintained or enhanced.

(2) The Council —

(@) shall grant accreditation for a specified scope of education services for a period

not exceeding three years;

(b) shall grant accreditation only for a specified scope and for the organisational

features listed in the application and supporting materials;

(© shall authorise the Director to issue a certificate of accreditation; and

(d) may grant accreditation subject to any conditions imposed by the Council limiting

or restraining the provision of any or all education services listed in the scope of
accreditation.

Refusal of application

6. If for any reason the Council refuses to grant an application for accreditation the
Council shall furnish the applicant with written reasons for the refusal.

Issue of certificate and registration

7. (2) The Director shall issue to the applicant a certificate of accreditation set out
in Annexure C.

(2) The period of accreditation granted shall be deemed to have commenced on the
date of authorisation by the Council to issue such a certificate.

3) When issuing a certificate of accreditation the Director shall record the following
information into the register:

(@) the legal name and trading name, if different, of the accredited body;
(b) the accreditation number allocated to that body;
(© the date accreditation was granted,;

(d) the period of accreditation granted and where necessary, the scheduled date for
re-accreditation;



(e) the site for which accreditation has been granted,;
Q) the scope of accreditation granted; and
(9) any accreditation conditions imposed by Council.

3) The Council shall publish or cause to be published in the Gazette all accreditations
granted and registered by it and any additions made to the register in terms of this Part.

Certificate to be displayed

8. D An accredited body shall, at the premises or place where it carries on its
business of providing educational services, display its certificate in a prominent place, readily
accessible to learners and the public.

(2) The current scope of accreditation covered by the certificate must be displayed in
close proximity to the displayed certificate.

Accreditation fees

9. (2) An application for accreditation shall be accompanied by a non-refundable
deposit fee set out in Item 1 of the Schedule to Annexure D and such a fee shall cover the initial
check of the completeness of the application and its supporting material and administration.

2) Any time spent on evaluation or verification of the application as contemplated in
regulation 4, in excess of that covered by the initial deposit, shall be charged at an hourly rate
shown in Item 1 of the Schedule to Annexure D and this includes any time spent by any industry
or subject experts called upon to verify the application details.

3) Applicants will be required to meet any fair and reasonable additional travel and
accommodation costs incurred by the NQA or its advisors in any verification of the details of an
application.

4) Additional costs incurred under subregulations (2) and (3) shall be invoiced to the
applicant by the NQA at the conclusion of any quality assurance activity linked to the grant of
accreditation.

Effect of non-payment of fees

10. If an applicant or an accredited body owes any money in the form of fees to the
NQA, the Council may refuse to process and consider an application made by that applicant or
body or to issue a certificate to that applicant or body.
Annual fees

11. Each accredited body shall, as from the date of the first issue of a certificate and
on each subsequent anniversary of the issue of such certificate pay, to the NQA the annual fee

set out in Item 4 of the Schedule to Annexure D.

PART 3
RE-ACCREDITATION



Application for re-accreditation

12. (2) An accredited body which wishes to be re-accredited shall, not later than
at least three months before the expiry of the current accreditation, apply for re-accreditation to
the NQA.

2) An application referred to in subregulation (1) shall be —

(a) made on Form A2 which is set out in Annexure A,

(b) accompanied by the information referred to in subregulation (3);

(© accompanied by the fee specified in regulation 16; and

(b) submitted to the Director.

3) The information mentioned in subregulation (2)(b) comprises the results of any
self-evaluation or internal audit activities conducted by the body itself and the result must show

that —

@) the accredited body continues to remain compliant with the criteria set for
accreditation;

(b) it has a system for managing quality that continues to be relevant and realistic;

(© remedies or improvements are planned or are being actioned to address any
identified shortcomings, areas to be enhanced, or opportunities for improvement
in relation to the criteria set for accreditation;

(d) stated goals and objectives are being substantially realized; and

(e) relevant stakeholders endorse or otherwise support any changes to goals,
objectives, or the character of education services offered.

Assessment of application

13. D On receipt of a complete application made under regulation 12 the Director
shall refer it to the Council which shall subject the results of any self-evaluation or internal audit
report to an audit conducted by staff of the NQA and any industry or subject persons deemed
necessary to provide expert advice.

(2) An audit referred to in subregulation (1) shall seek to verify the substance of any
claims made in the self-evaluation or internal audit report and to verify the validity and rigour of
any processes used to derive such claims.

3) Before enlisting the services of specific industry or subject experts as
contemplated in subregulation (1), the Council shall give the applicant an opportunity to consent
to the involvement of such experts and such consent shall not to be unreasonably withheld.

(4) An accredited body has the right to check for factual accuracy any audit report
prepared by the staff of the NQA before the report is presented to the Council.



Consideration of and grant of application

14. (2) On receipt of any audit report made in terms of regulation 13 the Council
shall consider the application and subject to subregulation (2), grant re-accreditation for a period
not exceeding three years, if the Council is satisfied that the accredited body continues to meet
the criteria set for accreditation and that the body is being effective in its provision of education
services.

(2) When granting re-accreditation the Council —
(a) shall authorise the Director to issue a new certificate of accreditation; and

(b) may impose any conditions limiting or restraining the provision of any or all
education services listed in the scope of accreditation.

3) An existing accreditation does not expire if an application for re-accreditation has
been lodged in accordance with regulation 12 and is being processed by the NQA at or before
the date of the scheduled expiry.

Issue of certificate and registration

15. 8} The Director shall issue to the applicant a certificate of accreditation set out
Annexure C.

(2) The period of accreditation granted shall be deemed to have commenced at the
date of an authorisation by the Council to re-issue such a certificate.

3) The Council shall update or cause to be updated the details of the re-accreditation
of the accredited body in the register of accredited bodies.

4) The Council shall publish or cause to be published in the Gazette all re-
accreditations granted and registered by it and any changes made to the register on re-
accreditation in terms of this Part.

Re-accreditation fees

16. (2) An application for accreditation shall be accompanied by a non-refundable
fee set out in Item 3 of the Schedule to Annexure D and such a fee shall cover the initial check of
the completeness of the application and its supporting material and administration.

2) Any time spent on evaluation or verification of the application as contemplated in
regulation 13 in excess of that covered by the initial fee shall be charged at an hourly rate shown
in Item 3 of the Schedule to Annexure D and this includes any time spent by any industry or
subject experts called upon to verify the application details.

3) Applicants are required to meet any fair and reasonable additional travel and
accommodation costs incurred by the NQA or its advisors in any verification of the details of an
application.



Effect of non-payment of fees

17.

If an applicant or an accredited body owes any money in the form of fees to the

NQA, the Council may —

(@)

(b)

refuse to process and consider an application made by that applicant or body or to
issue a certificate to that applicant or body; or

subject to regulation 27, withdraw the accreditation granted to that applicant or
accredited body.

PART 4
EXPANSION OF SCOPE OF ACCREDITATION

Application for expansion of scope

18.

8} An accredited body which wishes to expand the scope of the education

services covered by it shall apply for such expansion to the NQA.

(2)

(3)

An application referred to in sub regulation (1) shall be —

@) made on Form A3 which is set out in Annexure A,

(b) accompanied by the information referred to in sub regulation (3);
(© accompanied by the fee specified in regulation 23; and

(d) submitted to the Director.

The information referred to in sub regulation (2)(b) consists of such supporting

material as is necessary to demonstrate clearly that the system for establishing and managing
the quality of education services offered has been suitably amended to ensure that the system
remains both relevant and realistic and in compliance with the criteria set for accreditation.

When application for expansion can be made

19.

(@)

(b)

(c)

D An application for expanding the scope of accreditation shall be made if -

additional courses are to be offered in a subject area not covered by the existing
accreditation;

additional courses are to be offered in a subject area at a level higher than that
covered by an existing accreditation; or

there is to be an addition to the delivery sites covered by an existing accreditation.

(2) A application in terms of sub regulation (1) may be made at the time of

seeking re-accreditation or may be made at a time independently of a re-accreditation
activity.
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Assessment of application

20. D On receipt of an application made under regulation 18 the Director shall
refer it to the Council which may -

(a) require the staff of the NQA to evaluate the application, conduct such verification
of the new details submitted to the Council as is deemed necessary, and report to
the Council on the level of compliance with the criteria set for accreditation;

(b) in evaluating the application or verifying the new details, enlist the assistance of
such industry or subject experts as necessary to determine the capacity of the
applicant to deliver the named education services.

2) Before enlisting the services of specific industry or subject experts as
contemplated in sub regulation (1)(b), the Council must give the applicant an opportunity
to consent to the involvement of such experts and such consent shall not to be
unreasonably withheld.

3) An accredited body has the right to check for factual accuracy any report
prepared by the staff of the NQA before any report is presented to the Council.

Consideration and grant of the application
21. (2) On receipt of any report made in terms of regulation 20, the Council shall
consider the application and, subject to sub regulation (2), grant an expansion of scope of
accreditation for a period not exceeding three years, if the Council is satisfied that the accredited
body has the capacity to provide the new education services or expand its services to new sites.
(2) When granting expansion of scope of accreditation, the Council —
@) shall authorise the Director to issue a new certificate of accreditation; and
(b) may impose any conditions on any or all of the new education services granted in
an expansion to accreditation or any education services covered by the
accreditation of the applicant across any or all of its delivery sites.

Issue of certificate and registration

22. D The Director shall issue to the applicant a certificate of accreditation set out
in Annexure C.

2) The period of accreditation shall be deemed to have commenced upon the
Council’s authorisation to expand the coverage of the certificate.

3) The Council shall update or cause to be updated the details of the
expansion to accreditation of the accredited body in the register of accredited bodies.

(4) The Council shall publish or cause to be published in the Gazette all
expansions to accreditations granted and registered by it and any changes made to the
register on expansion to accreditation in terms of this Part.
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Expansion of accreditation fees

23. D Where consideration of an expansion of accreditation is carried out
independently of an application seeking re-accreditation, the fees and charges payable shall be
the same as for a new application for accreditation.

2) Where consideration of an expansion of accreditation is concurrent with the
consideration of an application for re-accreditation, the fees and charges payable shall be
included within the costs incurred in the re-granting of accreditation.

Effect of non-payment of fees

24, If an applicant or an accredited body owes any money in the form of fees to the
NQA, the Council may —

(a) refuse to process and consider an application made by that applicant or body or to
issue a certificate to that applicant or body; or

(b) subject to regulation 27, withdraw the accreditation granted to that applicant or
accredited body.

PART 5
GENERAL

Change of circumstances

25. D) An accredited body must immediately notify the NQA of its becoming aware
of, or the occurrence of, any of the following circumstances to it:

(a) a change in ownership;

(b) a change in legal status;

(© a decision to cease operations;

(d) a change in the location of any head office;

(e) a change in the make up of the governing body;
() a change in senior management personnel;

(9) a change in funding sources;

(h) a change in any franchising or partnership arrangements;

(1) an increase or decrease in student numbers of more than 10% in any one yeatr;
a) a major change in the profile of the student body;

(k) a change of a delivery site;

0] the opening of a new site outside of Namibia;
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(m)  a significant change in the mode of delivery of any course covered by an existing
accreditation; or

(n) a change in the delivery method of any course.

2) On receiving such notification, the Council shall initiate such investigations as are
necessary to determine the consequences of any change in terms of the accredited body
continuing to meet the criteria for accreditation and for that purpose the Council may request the
staff of the NQA to prepare a report for its consideration.

3 At the conclusion of any investigation initiated and on receipt of a report prepared
in terms of subregulation (2), the Council may -

(@) institute revocation proceedings as contemplated in regulation 27, either in whole
or in part, of the accreditation granted to the accredited body;

(b) impose conditions or further conditions to the accreditation granted; or
(© allow the accreditation to continue until the next scheduled re-accreditation.

4) The Council shall update the relevant particulars on the register to reflect any new
conditions imposed or any new details pertaining to the character of the accredited body.

Reporting to Council

26. D) Where accreditation has been granted for a period exceeding 12 months
an accredited body shall furnish an annual report of its activities to the NQA within three months
prior to the anniversary of the grant of accreditation to it.

2) The annual report submitted in terms of subregulation (1) shall provide -

(a) details of the current and projected financial position of the accredited body;

(b) details of major activities and achievements;

(© details of major trends or challenges faced by the accredited body and the
response taken to such trends or challenges; and

(d) an updated list of education services offered.

Revocation of accreditation

27. (1) Accreditation may be revoked in whole or in part should the Council have
good cause to believe that an accredited body -

(a) no longer meets the criteria set for accreditation;
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(b) has failed to meet its financial obligations in terms of these regulations or the Act;
or

(© has failed to submit annual reports as required by regulation 26.

(2) Before revoking an accreditation the Council shall write to the manager, person in
charge or the governing body of the accredited body -

(a) notifying them that the Council has good cause to believe that all or any of the
circumstances referred to in sub regulation (1) exist in respect of that body;

(b) specifying the grounds constituting this belief;

(© indicating the steps that must be taken for accreditation to remain valid; and
(d) inviting representations on the matter.

3) After considering any representations made to it, the Council may -

(a) re-confirm the accreditation until the next scheduled re-accreditation;

(b) re-confirm the accreditation with conditions imposed; or

(© revoke the accreditation.

(4) If accreditation is revoked or new conditions are imposed on the accreditation, the
Council shall —

(a) update the register to reflect the revocation or new conditions; and

@) publish such new information in the Gazette.
(5) Where accreditation has been revoked, the accredited body must immediately
return the certificate of accreditation to the NQA.

(6) Where new conditions have been imposed as contemplated in sub regulation 3(b),
a suitably revised certificate of accreditation shall be issued to the accredited body.

@) Where an accredited body has its accreditation revoked, a new application for
accreditation may not be made by the same body within two years of the decision to revoke the
accreditation unless the Council accepts that it is in the national interest for an application to be
received within this time period.

Powers to obtain information
28. (1) The NQA may, at any time and with the consent of an accredited body,
enter the premises of the accredited body or seek such information as is necessary to ascertain

whether the criteria for accreditation continue to be met.

(2) Council members, staff of the NQA or any specialist personnel assisting
with an authorized quality assurance activity conducted by the NQA may not disclose the contents
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of any documents or any details regarding the activities of the accredited body to any other party
except where required to do so under the laws of Namibia.

Register
29. The Council shall keep or cause to be kept a register wherein —

(@) all the information required to be recorded or kept by the NQA under these
regulations or under the Act; and

(b) any information as may be determined by the Council,
shall be recorded or kept.
Records

30. When an accredited body voluntarily ceases to provide education services, or has
its accreditation revoked by the Council under regulation 27, full and complete records of the
attainment of recent and past learners shall be forwarded to the NQA.
Appeals to Minister

31. 8} An accredited body or an applicant aggrieved by the decision of the NQA
made in terms of these regulations may, within 14 days of receipt of a decision of the NQA and

in writing, appeal against that decision to the Minister.

(2) An appeal shall contain the grounds for the appeal as well as any supporting
documentation on which such an appeal is based.

3) The person appealing shall serve copies of the appeal on the NQA and on any
other interested person and both shall have the right to reply to each ground of appeal raised and
such reply shall also be served on the appellant.

4) The Minister shall consider the appeal as well as the reply and make a decision
which is just and appropriate in the circumstances.

Form Al: Annexure A

NOQA

Tel: 384100 Private Bag 13247
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Fax: 384114 Windhoek

APPLICATION FOR ACCREDITATION

NB: This application form must be completed by people seeking accreditation and not re-accreditation or
expansion of services.

SECTION “A” - BUSINESS INFORMATION PLEASE COMPLETE ALL AREAS OF
SECTION “A”

Operating name of institution:

Street Address:

Mailing Address:

Telephone number: Fax: E-mail Address (if
available)

Is the institution privately or publicly owned?

Name of owner(s) or controlling body Identity /Passport number

Legal status of institution (e.g. Ccl/trust etc)

CONTACT INFORMATION

Name of Contact Person: Telephone number:

Position in organisation: Postal Address: Fax number:

Email Address (if available):

Details of Senior Management (e.g. Heads of Department, rectors
and senior administrators)

Name Position Identity /Passport
Number
SECTION “B” — OVERVIEW OF OPERATIONS PLEASE COMPLETE ALL AREAS of

SECTION B
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How many delivery locations does the institution operate :

Provide full addresses of all operating locations (attach sheet if necessary)

(@)

(b)

(c)

(d)

Proposed Scope of Services.

List all programs or courses currently offered by the institution or for which accreditation is sought (Additional sheets

may be attached if necessary)

Name of Program/Course Primary Delivery Mode

Residential (Live-
in)/Non-
Residential/Mix

Franchise Partners (if
applicable)

Does the institution offer classes in the evening as well as during the day?

Yes/ No/ Undecided

List Programs offered during the evening
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DECLARATION:

| declare that all information in this form and associated application pack is true and correct.

| agree to abide by any applicable legislation of relevance to our operations.

| agree to notify the NQA of any significant changes to our position as an institution.

| agree to give free and full access to any facilities and documents relevant to this application and its ongoing effect.

AUTHORIZED SIGNATURE DATE

TITLE

REMINDER: THIS APPLICATION MUST BE ACCOMPANIED BY SUPPORTING EVIDENCE SHOWING THAT
THE CRITERIA SET FOR THE GRANT OF ACCREDITATION HAVE BEEN MET. EVIDENCE MUST ALSO BE
PRESENTED OF THE EXISTENXE OF AN APPROPRIATE AND EFFECTIVE SYSTEM FOR THE MANAGEMENT
OF QUALITY EXISTS.

NQA USE ONLY

Accreditation Officer approval: Approved or Follow-up required re:

AO signature: Date:
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Form A2: Annexure A

Tel: 384100
Fax: 384114

NOA

Private Bag 13247
Windhoek

APPLICATION FOR RE-ACCREDITATION
NB: This application form must be completed by persons, institutions and organisations
seeking re-accreditation and not for accreditation and expansion of accreditation.

SECTION “A” - BUSINESS INFORMATION

PLEASE COMPLETE ALL AREAS OF
SECTION “A”

Operating name of institution:

Accreditation number:

Street Address:

Mailing Address:

Telephone number: Fax:

E-mail Address (if available)

Is the institution privately or publicly owned?

Name of owner (s) or controlling body Identity / Passport number

Since the last accreditation, has the organisation.

a) been audited or investigated by the NQA or other body
b) committed an offence under section 13 of the Act

c) made any changes to existing courses or programmes
d) undertaken any formal self-evaluation or internal audit

If yes to any, please attach relevant information or documentation.

CONTACT INFORMATION

Name and title of person completing application(Contact Person)

Telephone no.

Position:

Email Address (if available):

Postal Address: Fax
no.
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SECTION “B” — INFORMATION FOR RE-ACCREDITATION PLEASE COMPLETE ALL AREAS of
SECTION B

Scope of Services.
List all courses/Programs currently offered by the institution.

Name of Courses/Programs Primary Delivery Mode Residential (Live-in)/Non- Franchise
Residential/Mix Partners
(if
applicabl
e)

List any courses no longer offered/Courses that must be deleted from the register

Name of Courses Primary Delivery Mode Residential/Non- Franchise Site(s) &
Residential/Mix Partners Courses
offered

DECLARATION:

| declare that all information in the form and pack is true and correct.

| agree to abide by any applicable legislation of relevance to their operations.

| agree to notify the NQA of any significant changes to their position as an institution.

| agree to give free and full access to any facilities and documents relevant to this application and its ongoing effect.

AUTHORIZED SIGNATURE DATE

TITLE

REMINDER: PLEASE ATTACH ANY SELF-EVALUATION OR INTERNAL AUDIT REPORTS
DEMONSTRATING ONGOING COMPLIANCE AND EFFECTIVENESS WITH RESPECT TO
THE REQUIREMENTS OF THE STANDARD FOR ACCREDITATION.

NQA USE ONLY

Accreditation Officer approval: Approved or Follow-up required re:

AO signature: Date:
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Form A3: Annexure A

NOA

Tel: 384100 Private Bag 13247
Fax: 384114 Windhoek

APPLICATION FOR EXPANSION OF ACCREDITATION

NB: This application form must be completed by people seeking expansion of accredited
services.

SECTION “A” - BUSINESS INFORMATION | PLEASE COMPLETE ALL AREAS OF SECTION “A”

Operating name of institution:

Accreditation Number:

Street Address:

Mailing Address:

Telephone number: Fax: E-mail Address (if available)

Is the institution privately or publicly owned?

Name and title of person completing application(Contact Person): Telephone no:

Position: Postal Address: Fax no.

Email Address (if available):

SECTION “B” — INFORMATION ON SERVICES TO BE | PLEASE COMPLETE ALL AREAS OF SECTION

B
EXPANDED
List all courses/programs currently offered by the institution.
Name of Courses/Programs No Change Change of site(s) Change of Delivery Change in
Mode Franchise
Agreement

List all new courses/programs to be included under accreditation expansion (attach additional sheet/s if necessary)

Name of Courses/Programs Primary Delivery Mode Residential (Live-in) /Non- Franchise
residential Partners
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Provide reasons for expansion of services:

List all new sites or locations to be included under accreditation expansion (attach additional sheet/s if necessary).

Street Address City/Town/Village Courses/Programs offered at the
site

| declare that all information in this form and associated application pack is true and correct.

| agree to abide by any applicable legislation of relevance to our operations.

| agree to notify the NQA of any significant changes to our position as an institution.

| agree to give free and full access to any facilities and documents relevant to this application and its ongoing effect.

AUTHORIZED SIGNATURE DATE

TITLE

REMINDER: THIS APPLICATION MUST BE ACCOMPANIED BY SUPPORTING EVIDENCE
THAT DEMONSTRATES THAT THE EXISTING SYSTEM FOR MANAGING QUALITY HAS
BEEN APPROPRIATELY AMENDED AND UPDATED TO COVER ALL NEW
COURSES/PROGRAMS AND/OR DELIVERY SITES.

NQA USE ONLY
Accreditation Officer approval: Approved or Follow-up required re:
AO signature: Date:

ANNEXURE B

Requirements and Criteria to be met for the Grant of Accreditation

Introduction

In granting accreditation, the Council of the Namibia Qualifications Authority (NQA) must be
assured that an applicant meets the standard of delivery of a course or courses and the
assessment of the performance of people taking a course or courses set by the Authority.

The expected standard is set out in the NQA’s Standard for Accreditation. This Standard has
three elements, each element being amplified through the statement of requirements and criteria
that shall form the basis of determining any decision on the grant of accreditation.
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Standard for Accreditation

Elements 1 and 2 must be met in order to become accredited. Element 3 is considered at the
time of determining the re-accreditation of an accredited body.

The person, institution, or organisation:

1. Clearly states measurable goals and objectives, supported by relevant stakeholders that
are relevant to a specified range of education services for a specified cohort of learners in
specified learning environments and contexts.

2. Has the necessary internal structures and systems to achieve the stated goals and
objectives, where such structures and systems ensure:

2.1 appropriate and adequate governance, operational and educational management,
and quality management

2.2 the design and documentation of appropriate and adequate courses

2.3 fair, transparent and equitable access granted to learners to education and
assessment services offered

2.4 the recruitment, management and development of appropriate and adequate staff

2.5 the provision of adequate and appropriate learning facilities and resources in
physical contexts that are conducive to learning

2.6 the consistent delivery of planned courses

2.7 that learners are well informed, guided and supported throughout their learning

2.8 fair, valid and consistent assessment of learner performance

2.9 learner enrolment, progression and achievement records are safely maintained

2.10 appropriate, adequate and ethical research is carried out in relation to degree-level
courses and programmes (where applicable)

2.11 the breadth and quality of learning opportunities are enhanced through well
documented and soundly-based franchise and partnership arrangements (where
applicable)

2.12 theregular and robust review of the systems related to the above and the adoption
of appropriate opportunities for improvement.

3. Substantially achieves, through the application of its internal structures and systems,
stated goals and objectives and builds upon them.

“Appropriate” and “adequate”

Throughout the expression of the Standard for Accreditation, its elements, requirements and
associated criteria, the terms “appropriate” and “adequate” are extensively used or implied.

In meeting the accreditation criteria, applicants must present evidence that they have met the
requirements in a manner that is realistic to the type and nature of organisational structure that
exists for them rather than a hypothetical, ‘norm-based’ organisational structure. Further, in
meeting the accreditation criteria, the nature and range of education services will influence the
manner in which the criteria are attained.

Thus, meeting the requirements and criteria must be in a manner that is “fit for a specified purpose
in a specified context”. The information and evidence presented for Element 1 of the Standard
has, therefore, a significant bearing on the manner in which the application will be considered.
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In some circumstances, the contents of any submission relevant to Element 1 may render as
irrelevant some of the requirements and criteria for the remaining Elements. If this is deemed to
be so, the applicant should note in their application where they consider there to be an irrelevant
criterion and give an explanation as to why they hold this view.

1. Statement of Goals and Objectives

Requirements Criteria
1. Statement of mission, strategic a. The goals and objectives link to the overall mission and
direction, goals and objectives strategic direction of the provider and are related to

education and/or training.

b. The goals and objectives link to national, regional or local
economic, social, cultural or technological needs.

c. The goals and objectives are clear, focused, specific,
measurable, auditable, realistic, achievable and time-
bound.

d. Methods for measuring achievement of the goals and
objectives are valid.

e. The goals and objectives have been approved by the
governing body.

f. Relevant stakeholders were consulted in determining
goals and objectives and are supportive of them.

2. List of courses to be offered and/or a. Courses are listed in terms of title, duration, level, mode
assessed of delivery, and qualification to be awarded.

b. Courses are consistent with the statement of goals and
objectives.

3. Statement of feasibility a. Feasibility is quantified through recent or updated studies,
needs assessments, or business plans.

4. Statement of delivery sites a. Delivery sites are consistent with stated goals and
objectives.

b. There is a clearly identified head office or main campus
where the provider has or intends to have multiple delivery

sites.
5. Description of characteristics of a. Learner profiles are consistent with the nature and level of
expected learners for each course courses listed.

b. Learner profiles demonstrate recognition of national
access and equity policies and commitments.
c. Learner profiles are consistent with stated goals and
objectives.
6. Description of nature of learning Pedagogical approach is consistent with nature of course
approach for each course and stated goals and objectives.
b. Residential/live-in nature of any course is consistent with
stated goals and objectives.

o

2.1 Governance and management

Requirements Criteria
1. The person, institution or a. Legal status in Namibia is current and substantiated
organisation is a body corporate through relevant documents.

b. The trading name of the provider does not duplicate an
existing provider and does not mislead as to the nature
and scope of education services offered.

c. The name and/or trading name of the provider does not
offend, demean, defame, or discriminate against
particular persons, groups or organisations.



2. Description of governance structures

3.  Description
structures

of

management
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Information provided to learners and stakeholders

regarding legal status are accurate.

The governance body includes persons of credibility and

expertise across the fields of education and training,

business management, and financial management.

The governance body is inclusive of learner

representation.

Names of persons legally and financially responsible for

the provider are the same as those listed in relevant

Articles of Association (or similar).

Named person(s):

i. has/have not individually or collectively within the
previous ten years been convicted without pardon
within or outside of Namibia of a criminal offence and
sentenced in a court of competent jurisdiction to
imprisonment of six months or more without the option
of a fine

ii. has/have not been disqualified or suspended, being
the holder of professional qualifications, from
practising any profession, skill or trade in Namibia or
any other country by order of a competent authority

iii. has/have not been adjudged or otherwise become
insolvent or bankrupt under any law in any country
and has not been rehabilitated or discharged

iv. has/have not made an assignment to, or arrangement
or composition with creditors that has not been
rescinded or set aside

v. is/are of sound mind.

Information about governance structures is accurate and

accessible to learners and stakeholders.

An organogram shows the organisational structure and

lines of authority and accountability as they exist in the

provider.

The organogram shows management positions that are

realistic and relevant to the scope of education services

offered.

Senior managers or officers and their respective

responsibilities are identified. The credentials of each

person is commensurate with the requirements of their
respective position.

At least one principal officer or senior management

position is assigned to a person capable of and able to

effectively provide educational leadership. In the case of
providers offering degree-level courses, a minimum of

25% of senior academic staff must hold a doctorate (or be

actively be working towards this qualification).

At least one principal officer or senior management

position is assigned to a person capable of and able to

effectively manage and report on the financial practices
and positions.

Job or role descriptions for senior managers or officers

detail responsibilities, accountabilities and authorities and

are comparable to public service positions of a similar
scale.



4. Proof of financial viability
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Multiple delivery sites are clearly accountable to a single

management body, with clear lines of reporting and

accountabilities between any sites and head office.

Policy-making committees are named and their respective

membership stated. Committee membership and function

is consistent with the size and nature of the provider and

the scope of its education services.

Information about management and management

structures is accurate and accessible to learners and

stakeholders.

The most recent statement of accounts is provided

showing, as a minimum:

¢ financial position at balance date;

e operating statement reflecting the revenue and

expenses for the year;

statement of cash flows during the year;

statements of financial performance to be achieved;

statement of commitments;

statement of contingent liabilities;

statement of accounting policies.

The Accounts fully and fairly show transactions, assets,

liabilities and funds.

The Accounts are kept and presented in a form not

inconsistent with that required by the Namibia Institute of

Chartered Accountants in Namibia and/or the Auditor

General.

The Accounts show that the provider is a ‘going concern’

being likely to be able to successfully continue its

operations into the future. It is able to pay its debts as

they become due in the normal course of business and

the value of easily liquefied assets is greater than the

value of current liabilities, including contingent liabilities.

Control of the provider is in the hands of the ‘proprietors’

and not in the hands of creditors. The Accounts show a

positive owner's equity and relative stability in equity

positions over the past 12 months.

Cash flows show that funds are directed to activities

clearly related to teaching, learning and assessment.

Comparative figures are shown for the preceding year,

estimates for the current year, and forecast targets for the

next two years.

An accountant registered by a competent authority has

vetted current and forecast accounts and budgets. There

is attestation from that accountant that they have viewed

the accounts and budgets and they are satisfied that they:

e comply with accepted accounting policies and
calculations;

¢ have been compiled on the footing of the assumptions
stated;

e are presented on a basis consistent with accepted
accounting procedures;

¢ reflect sound financial management practices.

Confirmation is given by the same accountant that:



5. System for managing quality a.

6. Statements of stakeholder support a.

2.2 Course design and documentation
Requirements
1. Documented processes for course a.
design
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o forecast figures are consistent with information
provided in business plans or similar documents and
the last, audited, financial statements;

e outcomes are realistic and achievable;

o the evidence supporting the assumptions suggest the
assumptions are a reasonable basis for any projected
financial positions.

An independent auditor has audited the Accounts for the

previous year.

Sound instruments are in place to protect any assets,

funds and any pre-paid fees and other payments made by

learners.

Fees and payment protection instruments fully secure the

interests of the learners.

Management processes are linked to and directed

towards the achievement of stated goals and objectives.

A coherent and logical set of documented policies,

procedures and review mechanisms is presented that is

complete and covers the requirements for Accreditation;
is current; understood by its users; reflects actual practice;
and is fully implemented.

The design of the system reflects the size, nature and

complexity of the provider.

The system clearly shows versions of policies and

procedures, review and update dates, and is capable of

tracking changes.

The system is accessible to all staff in all sites as

applicable.

There is a planned and effective internal review process,

inclusive of stakeholders, to monitor compliance of the

system with the requirements for accreditation and the
effectiveness of the system in producing planned results.

Statements of who the stakeholders are and how they

were identified are provided.

The identified stakeholders are consistent with the scope

of education services offered.

Statements of how stakeholders were included in and

consulted on the determination of goals and objectives,

course design, development and implementation are
included and verified by supporting documentation.

Documented evidence of stakeholder support for the

education services offered is provided.

Criteria
There is a standard process for developing courses that is
capable of:
e identifying needs and standards to be achieved;
e developing and expressing outcomes of learning
(profile of learning outcomes);
e identifying and expressing appropriate pedagogical
approaches;
¢ identifying human, physical and learning resources
required;



2. Course statements for each course

3. Integration of any “off-site” learning
or assessment activities
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e developing detailed course structures, prescriptions
and plans, and content;

¢ developing assessment plans and schedules;

¢ developing review and evaluation procedures.

There is clear evidence that the standard process is
utilised.

Course design procedures demonstrate a clear and
effective synergy between the provider and potential
future ‘employers’ of any graduates, being inclusive of
stakeholder input and consultation, with evidence that
stakeholder views are incorporated into the courses
designed.

Designed courses meet substantiated national, regional
or local economic, social, cultural, and/or technological
needs and align with international standards.

Course or programme descriptions or statements clearly
state:

o the rationale for the course;

e the proposed outcomes of learning that will be
achieved and the performance standards to be
attained;

e entry requirements;

» the mode, sequence and weighting of teaching and
learning methodologies;

o the composition of the programme or course in terms
of modules or significant learning activities;

e key resources required;

e assessment methodologies, and the mix and relative
weighting of each methodology;

e learner progression;

¢ evaluation sources and methods.

The course descriptions are sufficient to enable
prospective learners to make informed decisions on the
suitability of any course for their personal needs and
goals.

Publicity statements on the nature of a course, the
expectations of and on learners, and any fees payable are
comprehensive and are not misleading.

Information contained in the course statements is not
inconsistent with structural features or contents of the
NQF.

Off-site and/or workplace components have a sound
educational rationale linked to the learning outcomes of
the relevant course(s).

Written agreements between the parties to such
components detail:

¢ the objectives of the activity;

¢ responsibilities of either party (inclusive of health and
safety, and the monitoring and support of learners);

e accountabilities and standards for the provision of any
instruction or the conduct of any assessment;

e names and contacts of all parties;

e duration of any agreement.



4. Statements of articulation and a.

cross-crediting between courses

5. Statements of procedures for course  a.

review and evaluation

6. Suitable courses linked to degree- a.

level qualifications (where applicable)

2.3 Entry and Access by Learners

Requirements
1. Documented policies for learner entry
and selection

2. Enrolment information

3. Induction processes
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Articulation and cross-crediting arrangements between
courses and with those of any other accredited provider
enhance the progression of learners.

Articulation and cross-crediting arrangements are
consistent with the content, delivery and attainment
requirements of the relevant course.

Policies and procedures for the review and evaluation of
courses include and involve relevant industry experts,
stakeholders, learners and staff and, where useful,
recognised expertise from other recognised providers.
Courses emphasise general principles and basic
knowledge as the basis for self-directed work and
learning.

Courses are structured to provide sound and balanced
academic progression across the requirements for a
qualification.

Course and programme duration and composition are
commensurate with internationally accepted definitions of
“degree-level”.

Courses and programmes provide an appropriate
foundation for further study and research.

Criteria
There is a commitment and adherence to clear and
transparent criteria for selecting learners.
Entry policies and criteria do not represent unnecessary
barriers for intending learners and do not unfairly
discriminate.
Entry policies and selection criteria and procedures optimise
opportunities for people from under-represented groups in
education and training to participate fully and have a realistic
chance of success.
Entry criteria optimise the enrolment of learners into courses
in which they will have a reasonable chance of success.
Entry policies optimise the recognition of a learner’s prior
learning and attainments.
Enrolment information is clear, complete, accurate, current
and is not misleading.
Learners are kept informed of the current status and
outcome of their application.
Information provided includes details of the full costs of the
course, including all course-related costs (such as trips,
class materials, etc) that may be incurred through the
course.
Learners are provided with clear and accurate information
about course start dates, times, venues, materials
requirements, and contact details.
Induction material and processes familiarise learners with
their new environment.
Induction material and processes include lists of key
contacts so learners know who to contact to discuss
concerns or obtain further information.



4. Policies on withdrawals and refunds

a.
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There are clear and accessible statements indicating the
procedures to be followed when a learner withdraws from a
course or when the provider cancels a course.

There are clear and accessible statements on the level of
refund of any fees paid by a learner or sponsor should a
learner withdraw from a course or the course are cancelled
before its completion.

The procedures and level of refunds are fair and reasonable
to the respective interests of both learner and provider.

24 Staff appointment and development

Requirements
1. Documented recruitment
selection processes

2. Employment of appropriate staff

and

a.

Criteria

The recruitment sources, processes and criteria are fair,
valid and rigorous and are likely to secure persons with
relevant competencies and experiences that are
commensurate with the scope and level of education
services offered.
Statements of service include, as a minimum:
o statement of duties; responsibilities and accountabilities;
e subject-related and teaching/assessing qualifications

(where applicable) and/or experience needed;
e person specifications;
e remuneration and allowances;
¢ code of conduct requirements;
¢ service conditions and expectations.
Advertisements clearly reflect position descriptions for the
position advertised.
Selection criteria do not unfairly discriminate against some
prospective applicants.
Interview questions relate to the position and provide
opportunities for persons to share information on their skills,
knowledge and experience, and person qualities that are
applicable to the position.
The procedures for recruitment and selection are adhered to
and are effective.
The structure and levels of professional (teaching) and
administration (ancillary) staff is relevant and appropriate to
the scope of services and the size and nature of the provider.
The provider has staff with skills in the following areas:
e teaching and subject knowledge;
assessment and moderation expertise;
educational management expertise;
quality management expertise;
student support skills;
financial and administration expertise;
research mentoring and monitoring (where degree-level
programmes are offered).
All professional staff have minimum qualifications and/or
sector/industry/work experiences that are consistent with the
need to ensure the attainment of the types of qualifications
to be awarded and are generally qualified one level higher
than the qualification for which the course is intended. In the
case of degree-level courses, the minimum qualification to
be held is a Masters degree.



3. Fair conditions of employment

4. Regular appraisal of staff
performance

5. Commitment to staff development

25 Learning facilities, resources and

Requirements
1. Adequate and appropriate buildings

2o

a.
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Professional staff have qualifications and/or experiences
stipulated by recognised stakeholder groups for the teaching
and awarding of national qualifications.

All administration staff have minimum qualifications that are
consistent with the need to provide the level of support
needed to ensure the smooth running of the provider and its
courses, and the attainment of goals and objectives.

Staff demonstrate a clear commitment to and interest in the
learning and attainments of their learners.

The sourcing of staff from any franchise or collaborative
partner does not compromise the continuity of teaching and
learning.

The provider complies fully with current employment-related
legislation  regarding  appointment, conditions  of
employment, health and safety, discipline, and dismissal
requirements.

There is an induction process that assists new staff become
familiar with their new surroundings, organisational values,
and policies and procedures.

The provider acts as a “good employer” in regards to the
health, welfare and ethical treatment of all staff.

Staff appraisal is based on an assessment of performance
against relevant and transparent criteria and expectations.
Appraisal is a regular though not burdensome activity.

The appraisal process is fair and equitable.

Appraisal is focused on the determination of successes and
the identification of skills, knowledge and performance gaps
that need closing.

The appraisal process is well documented and enables
outcomes to be actioned and monitored. Information on the
process is clear, transparent and accessible to staff.

The appraisal system is applicable to all staff.

The performance appraisal system is followed as
documented.

There are sufficient and realistic opportunities for staff to
remedy any performance gaps.

Staff development is adequately resourced and is consistent
with the financial position of the provider.

Staff development processes and priorities are responsive to
the rate of knowledge and/or technological change in the
subject areas taught and assessed, and ensures that the
skills, knowledge and abilities of all staff remain current and
relevant to their role and position.

Staff development opportunities are made available to all
staff.

contexts

Criteria
Evidence is given that the provider has regular legal rights
and/or access to any sites and premises required to deliver
the education services offered.
Site plans show the current location of key buildings and
services.
Local authority zoning laws permit the conduct of the
education services offered.



2. Adequate and appropriate facilities

3. Adequate and appropriate teaching
materials and equipment

4. Adequate and appropriate learning
materials and equipment

—h

oo
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Premises meet building, health, environment and safety
regulations set by local and/or national authorities.
Premises are clean and well maintained.

Premises are sufficient for the type and range of education
services offered and the number and profile of staff and
learners.

Premises are sufficient to meet any staff or learner
residential demands (where applicable).

Library facilities have sufficient space to hold the resources
and reader-seating volumes that are consistent with the type
of courses offered and learner enrolments.

Library facilities have sufficient texts and electronic search
facilities to meet the demands of the education services
offered and the demands made by staff and learners.
Student amenities are consistent with enrolment numbers
and learner profiles.

Staff amenities are consistent with staff numbers.

Specialist rooms and teaching facilities are sufficient for the
number and type of courses offered, learner numbers and
maximum capacity levels.

All buildings and facilities are capable of accommodating the
needs of persons with disabilities.

There are sufficient operational ablution facilities for the
number of staff and learners on site at any one time.

The number, size and type of housing or accommodation
units, where applicable, are sufficient to meet the numbers
of staff and learners requiring such residences.

The nature of any residences provides a standard of
accommodation and comfort consistent with residences
found in similar circumstances.

An Assets Register is maintained.

Sufficient financial provision is made to provide for the
acquisition and maintenance of equipment and specialist
materials and equipment of an appropriate volume, form and
currency that is relevant to the outcomes of learning being
developed.

Teaching materials and equipment is of a kind that matches
that currently used in the industry settings relevant to the
intended outcomes of each course.

Teaching materials and equipment is of a kind, currency and
volume relevant to the mode of delivery and enrolments for
each course and is accessible at the time of need.

The lease or loan of equipment and specialist materials is
covered by agreements that ensure access and availability
at the time of need.

Textbook and learning materials acquisition, distribution and
maintenance procedures are sufficient to meet the needs of
staff, learners and the learning demands generated by the
intended outcomes of each course.

Learning materials and equipment are relevant to materials
and equipment in current use in the industry setting relevant
to the intended outcomes of the course.



2.6 Delivery of Courses

Requirements
1. Transfer of subject and education
and/or training expertise of staff into
well  developed instruction and
facilitation of learning

2. Systematic review of courses

32

Criteria
Teaching staff are aware of and responsive to the different
learning styles of their learners, with a variety of learning and
teaching techniques being used to meet the different needs
of learners.
Lessons or learning activities are well organised and
prepared.
Teaching staff are flexible in their approach to teaching and
learning and are able to respond to different situations and
contingencies as they arise.
Teaching aids used are functional, interesting, and relevant
to the application of the learning in the outside world.
Courses delivered match those described in the relevant
course statements.
There is a planned schedule of reviews of courses that is
consistent with the size and nature of each course and the
extent of knowledge and technology changes in the subject
areas. (Degree-level courses are normally expected to be
reviewed every three years. Shorter courses may be
reviewed on an annual basis).
The review process includes a review of content, outcomes
of learning, course structure, staffing requirements, physical
resources required, attainment standards, and the overall
management of the course.
The review process is inclusive of learners and stakeholders.
In the case of degree-level programmes, though not
exclusively, the review must be inclusive of at least one
senior and respected staff member of another, reputable
provider offering a similar course.
The tools for seeking learner and stakeholder feedback are
user friendly and effective for the intended purpose.
The views of learners and stakeholders are taken into
account where this contributes to enhanced learning and the
relevance of outcomes attained.

2.7 Learner Guidance, Welfare and Support

Requirements
1. Written information for learners
regarding the provider, courses, and
learning.

a.

Criteria
Information is provided on:
¢ site layout and facilities;
o staff and management structures;
e governance structures and the involvement of learners;
e courses and qualifications available, including academic
regulations for each;
entry and selection criteria and processes;
total enrolment costs and the total costs of pursuing a
course of study or training;
e withdrawal and refund policies and procedures;
e orientation or familiarisation processes;
e pastoral care, course and career guidance, welfare and
student support services;
¢ health and safety requirements;
e rules and regulations;
¢ disciplinary procedures;



2. Guidance services to support
learning.

3. Guidance and support services to
support learner health and welfare.

4. Complaints and appeals procedures.
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e reassessment and assessment appeals procedures;
e recognition of prior learning and credit transfer
arrangements.

Information and publicity materials are a current, true and
accurate representation of the facts.
Information and publicity materials are readily available and
accessible to all learners at all delivery sites.
Academic and career support is available prior to and after
enrolment, with appropriate access to support and guidance
related to progress through a course being available.
Academic and career support policies ensure that learners
working in isolation from the principal learner body (eg,
distance learners) receive the same level and quality of
support and guidance.
Policies and practice related to learner health and welfare
recognise the provider’s responsibilities to offer information
and relevant assistance regarding:

e Major health concerns (such as STDs and HIV/AIDS);

e Citizenship and living skills.
Health and welfare support policies ensure that learners
working in isolation from the principal learner body receive
the same level and quality of support and guidance.
Complaints procedures are documented in terms of
processes, obligations, and any limits applicable to all
parties.
Disciplinary procedures are clearly outlined and make a
distinction between minor and major transgressions or
misconducts. Steps involved in the process are clearly
outlined.
Rules, regulations and grievance procedures are likely to
promote harmony and instill the conduct of good behaviour.
The procedures respect the rights of individuals to complain
and seek redress on reasonable grounds.
Procedures for reassessment are clear, detailed,
transparent and unambiguous, and treat learners fairly.
Appeals against assessment, or any other decision, allow for
the inclusion of a party capable of independent and objective
input.

2.8 Assessment of Learner Performance

Requirements
1. Documented assessment plans

2. Adherence to principles governing
good assessment

Criteria

Assessment plans and associated instruments (eg tests,
marking schemes, etc) are developed for all courses.
Assessment plans clearly detail:

¢ the assessment process and methodologies to be used;

e dates and times of assessment and other related

regulations regarding the conduct of the assessment;

o the criteria to be used to determine ‘success;

e appeals procedures.
Assessment plans and associated instruments are subject to
internal and, where necessary, external review and
moderation before use.
Assessment uses methodologies that are:

e appropriate to the abilities being assessed;



3. Comprehensive internal moderation
systems

4. Compliance with any national or
inter-provider assessment systems
(external moderation)
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o fair to all candidates and do not disadvantage, hinder, or
otherwise limit opportunities for candidates to
demonstrate or provide evidence of their ability;

¢ integrated into learning, training, or workplace activities;

e manageable, straightforward, readily arranged, cost
effective and unobtrusive (where possible) to other
activities.

b. Evidence used to make decisions is:

¢ valid and relates to the relevant outcomes of learning and
performance expectations;

¢ direct and sourced from activities that are commensurate
with activities associated with the outcomes being
assessed;

e authentic and attributed to each individual candidate
without undue external influences;

o sufficient, clearly demonstrating that all criteria and
performance contexts have been met and that
performance was not the result of a chance event.

c. Assessment decisions are:

e based on available and suitable evidence;

e based on clear, unambiguous and transparent criteria
that reflect stakeholder-endorsed standards of expected
performance;

e consistent over time and across assessors faced with the
same evidence.

d. Assessment processes are:

¢ systematic, with planning and recording being of sufficient
rigour to enhance and promote fairness to all candidates;

e open and transparent, and are inclusive of the
involvement of candidates in planning the assessment
and evidence gathering processes where this is
reasonable and feasible;

e consistently applied by all assessors and over time.

e. Assessment is carried out by those with proven knowledge,
skill and expertise to conduct assessments and make sound
assessment decisions.

a. There is a planned and systematic process to identify what
must be internally moderated, when, and the size of any
samples used in the moderation process.

b. Moderation systems look to enhance the quality of
assessment processes and instruments, and the quality of
assessment outcomes.

c. Assessment materials are updated as a result of internal
moderation findings.

d. Assessor skills and expertise are managed as a result of any
internal moderation findings.

a. External moderation activities and responsibilities are
complied with fully.

b. Sufficient resources and financial allocations are made
available to ensure obligations to external moderation
requirements are met.

c. Systems are in place to ensure that any candidate work or
other assessment materials required for external moderation
purposes is secured until required, thereafter it is returned to
the candidate or otherwise disposed of.



29 Learner Records and Reporting
Requirements
1. Current and secured learner

enrolment records

2. Current and secured learner
attainment records and results

3. Timely and informative reporting of
learner progress and attainment

2.10 Research
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Findings from external moderation activities are used to
enhance assessment process and practice.

Criteria
Enrolment data, including details of courses enrolled in and
any file notes regarding the attendance and behaviour of the
learner, is accurate and current. The data is sufficient to
serve the interests of the learner in any case of voluntary or
forced transfer to another provider.
Data is entered into a centralised database as soon as
practicable after the data has been generated.
Data is securely stored in two separate physical locations.
Computer records are regularly backed-up and a copy is
stored separate from the originals.
Record-keeping, access, release and storage protects the
privacy rights of the learner.
Progressive and final assessment results are recorded
accurately and are stored securely.
Back up copies of progressive and final assessment results
are kept in secure store off-site.
Final assessment results are archived indefinitely in a safe
yet easily retrievable location and format.
Systems are in place to ensure that progressive and final
assessment results may only be accessed, updated or
amended by authorized persons.
Progressive attainment results are issued to learners as
soon after an assessment as is practicable.
Reported results clearly and fully reflect each candidate’s
achievements in relation to the outcomes of learning and
associated awarding criteria for each course enrolled in.
Reporting of attainment results respects the privacy rights of
the learner.
Progressive and final learner attainment results are
forwarded timeously to a centralised system where this is
required under the registration terms for NQF qualifications.

Note: This sub element is required to be met only by those providers who wish to be accredited
for courses that contribute to the award of degree-level qualifications, including graduate
and post-graduate certificates and diplomas.

Requirements
1. A commitment to research activities

2. The conduct of meaningful research

Criteria
The majority of teaching staff are actively engaged in
significant and verifiable research related to creating or
extending knowledge or the application of existing
knowledge to new contexts relevant to their discipline area.
Facilities, equipment and resources are adequate for the
schedule of current and planned research activities.
A schedule of current and planned research activities is
accessible.
Requirements for the submission of theses specify
conditions related to length, format, authenticity, and the
presentation of evidence.
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There is a requirement and provision for the supervision of
research activities. Complaints procedures are inclusive of
grounds for, and processes governing, complaints regarding
supervision.

Research is carried out ethically and is open to public and
professional scrutiny.

Note: Basic or fundamental research involves experimental or theoretical work undertaken
primarily to acquire new knowledge without any particular application or use in view.
Applied research involves the development or testing of existing knowledge towards
specific practical objectives or the evaluation of policies or practices. Strategic research
is intended to generate new knowledge in an area that has not yet advanced sufficiently
to enable specific applications to be identified.

Research activities are conducted in accordance with recognised ethical standards and are

subject to peer and public scrutiny.

2.11 Franchising and Collaborative Arrangements

Requirements

1. Formalised agreements between a.

parties

2. Assurances of quality a.

Criteria
Auditable Memoranda of Agreement are produced for any
relationship with a franchise partner or where there are
plans to subcontract course or assessment-related
services from or to another party.
The terms of any memoranda are likely to enhance the
attainment of the goals and objectives stated for the
provider applying for accreditation and contribute to the
long-term viability of that provider.
Any memoranda must clearly state the duration of the
agreement, the roles, accountabilities and respective
powers of each party.
The terms of the Memorandum of Agreement enables the
NQA to apply such sanctions as necessary to the course
and/or provider where there are concerns regarding the
quality of provision of any course and the awarding of any
qualification.
Plans to subcontract any service or component includes
provisions to ensure the extended application of the
applicant provider's system for establishing and
management of quality and the protection of the interests
of learners involved.
There is proof of legal recognition and accreditation of any
direct or indirect franchise partner in the partners’ own
country.
A national or international education quality assurance
agency of a standing similar to that of the NQA has
conferred accreditation to any direct or indirect franchise
partner through the application of documented criteria
comparable to those applied by the NQA.
Franchise controllers regularly and rigorously monitor and
review courses or services offered on their behalf.
The quality and nature of any course offered under a
franchise agreement is the same as that offered in the
country in which the course was developed and/or first
accredited.
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The customisation of any course is permitted by and is
within the terms of the Memorandum of Agreement and
provides relevance to the local context without
compromising the integrity of the original course.

Local stakeholders and providers have supported the
‘imported’ programme and will give due recognition to any
graduates from it.

The credentials of any sub-contracted party are provided
and are such that they will unlikely compromise the
credibility of the applicant provider and their courses
and/or in any way embarrass the government of Namibia.

Note: Section 13 (1) (a) of the Namibia Qualifications Act restricts the jurisdiction of the NQA to
the accreditation of persons, institutions and organisations who have the proven capacity
to provide courses of instruction or training and to assess the performance of persons
taking those courses. The NQA would not, therefore, be able to accredit a provider
operating under a franchise arrangement where a substantial onus and responsibility for
teaching and assessing was not granted to the ‘local’ provider under the terms of the
franchise arrangements.

2.12 Review Proc
Requirements

esses

1. Systems for the review of policies

and procedures

2. Review of education services

o

Criteria
Processes for the development of new and amended
policies and procedures are documented and followed.
Authorities and responsibilities for the development of
new and review of existing policies, procedures and
review mechanisms are defined and carried out as
defined.
Review processes are inclusive of the views of and
feedback from learners, staff, relevant stakeholders,
assessment and regulatory bodies.
All courses, assessment, support and guidance systems
are the subject of regular, scheduled and systematic
review
External persons with appropriate subject expertise and
reputation are appointed to monitor and evaluate the
effectiveness of the provider's quality management
systems as it relates to specific degree-level courses and
evaluate the success of the courses.

3. Achievement of Goals and Objectives

Requirements
1. Substantial attainment of stated

goals and objectives

2.  ldentification
improvement and
towards improvement

of areas for
initiating  action

a.

Criteria
Valid quantitative and/or qualitative evidence derived from
and related to the performance measures planned to be
used is accessible and is used as an input into formal
review processes.
Where attainment has not been substantial (i.e 50% or
more of target), valid commentary has been provided
explaining the variation and consequential actions to be
taken.
The review mechanisms stated in the system for quality
management have been initiated and confirm ongoing
compliance with Accreditation Criteria
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b. Action plans detailing actions, responsibilities, timeframes
and monitoring points and measures are in place to
address any significant non-compliances, shortcomings
and/or areas for improvement.

c. Goals and objectives are updated as necessary.

Annexure C

Certificate of Accreditation

@ Namibia Qualifications Authority

established by the Namibia Qualifications Authority Act No29 of 1996

Certificate of Accreditation

issued under Section 13 of the Act

to

to offer specified education services for the period

until

Chairperson, NQA Council

The specified education services covered by this Accreditation must be prominently displayed at the premises of the above named Institution
and may be verified at www.namqa.org

ANNEXURE D

Schedule of Fees and Charges

Note: All charges shown are exclusive of VAT.

1. Initial Accreditation

A non refundable application fee of N$5 000 is required to be paid at the time of lodging an
application with the Namibia Qualifications Authority (NQA) seeking accreditation. This

application fee covers:

(a) the initial administration costs associated with processing an application; and
(b) the first 12 hours of checking and analysis of the application by NQA staff.

Additional analysis time in excess of these 12 hours will be charged at N$400 per hour.
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Additional costs will be incurred if the scope of accreditation applied for requires the involvement
of professional or industry experts following initial evaluation by NQA staff. The number of experts
required will be dependent on the nature of the principal subject areas and levels for which
accreditation is sought. The costs incurred will be passed onto the applicant by the NQA. Each
expert will be engaged for a maximum of 16 hours.

Fair and reasonable costs of travel, accommodation and subsistence incurred in any
consideration of an application are additional to those shown above.

2. Expansion of Accreditation

A non refundable application fee of N$2 000 is required to be paid at the time of lodging an
application seeking an expansion of the scope of an existing accreditation. This application fee
covers:

(a) the initial administration costs associated with processing an application; and
(b) the first five (5) hours of checking and analysis of the application NQA staff.

Additional analysis time by NQA staff in excess of these five hours will be charged at
N$400 per hour.

Additional costs will be incurred if the new area(s) of accreditation applied for require the
involvement of professional or industry experts following initial evaluation by NQA staff. The
number of experts required will be dependent on the nature of the principal subject areas and
levels for which expansion of accreditation is sought. The costs incurred will be passed onto the
applicant through the NQA. Each expert will be engaged for a maximum of 16 hour

Fair and reasonable costs of travel, accommodation and subsistence incurred in any
consideration of an application are additional to those shown above.

3. Re-accreditation — scheduled quality audits

A non refundable application fee of N$1 000 is required to be paid at the time of lodging an
application seeking re-accreditation. This fee will be waived if an Expansion of Accreditation is
sought at the same time as the application of re-accreditation.

An estimate of the time expected to complete the quality audit required for the reconfirmation of
accreditation will be provided to the institution before the audit takes place. The estimate will
include time for planning, fieldwork, reporting and post audit follow-up. Each hour will be
estimated at N$400 per hour.

Additional costs will be incurred if the quality audit requires the involvement of professional or
industry experts. The costs incurred will be passed onto the applicant through the NQA and will
be included in the preliminary estimate.

Should the quality audit take less time than estimated, only the actual time incurred will be
charged. If the quality audit identifies significant non-compliance, further charges will be incurred
to enable the NQA to review any actions taken by the institution to address the identified non-
compliance matters. Any additional time involved will be charged at N$400 per hour.



Fair and reasonable costs of travel, accommodation and subsistence incurred in any quality audit
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are additional to those shown above.

4.

An Annual Fee, based on the total number of student enrolments for each calendar year, is
payable to cover the cost of generic quality assurance actions incurred in the time between the
grant and renewal of any accreditation. Such costs arise through work undertaken by the NQA

Annual Fee

Initial investigation of any complaints;

such as:
[ )
[ )
¢ Database maintenance;
[ ]
e Legal work;
e Publications; and
[ ]

The Annual Fees payable are given in the following table and are payable as of the first issue of

a Certificate of Accreditation.

Ongoing advice and guidance to accredited bodies;
Ongoing monitoring of institutions between quality audit cycles;

Liaison with other agencies, and the Minister’s Office.

Table of Annual Fees

Total Number of Annual Fee
Enrolments
Less than 100 N$2 000
100 to 499 N$3 500
500 to 2499 N$5 000
2500 to 4999 N$6 000
5000 plus N$8 000

5. Unschedul

ed Quality Audits

The cost of unscheduled audits arising through complaints or concerns raised by the NQA
under regulation 27 will not be passed onto the institution concerned.

6. Summary
Activity Application Additional Involvement of Additional
Fee Hours Experts Costs

Accreditation N$5 000 N$400 per hour At cost Annual Fee
Travel,
accommodation
and
subsistence

Expansion of Travel,

Accreditation N$2 000 N$400 per hour At cost accommodation
and
subsistence
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Re-
accreditation

N$1 000

N$400 per hour

At cost

Travel,
accommodation
and
subsistence




NQA

NAMIBIA QUALIFICATIONS AUTHORITY

Documents Likely to be found in an Accreditation Application

This checklist indicates what documents are likely to be found in an application seeking accreditation from the
NQA. A similar Checklist is used by the NQA staff to verify the completeness of an application prior to the
application being quality assured (that is, checked for compliance with the Requirements for accreditation).

In submitting these documents, it is likely that your application will proceed smoothly to the quality assurance
phase of the accreditation process. This is when compliance with the Requirements for accreditation will be
evaluated.

The documents required have been identified under the relevant sections of the Accreditation Standard. It is
useful if your application is structured in a similar way.

This checklist should be completed by the Applicant prior to submitting the application materials to the NQA.

In some cases, the nature of the application or the applicant’s organisation may make some documents
unnecessary for inclusion. This should be clearly stated on this form and/or in the application submissions.

Updated 16 May 2012




1.

Overview Information — Business

Description

o
L
L
2,
M
o

Statement of mission, goals, etc (perhaps as
business plan or similar)

List of courses to be offered

Statement of where delivery will take place

Descriptions of characteristics of learners
Information on Governance and

anagement

Proof of legal existence (e.g. Trade and
Industry documentation)

The structure and membership of any
governing board or Council

Evidence of reputable standing of Leading
Members (e.g. attestations, Police
clearances,etc)

Organogram for the organisation
Job descriptions for managers

CVs for senior managers

Copies of latest Annual Accounts and/or current
budget, supported by an Accountant’s
Declaration that proper practice is followed
Description of how quality is established,
assured, and by whom

List of key stakeholders, how they are
identified, and how they help/ have helped the
organisation

Statements of stakeholder support

. Course Material

Description of the processes followed in
designing courses
Course statements, descriptions or syllabi

Descriptions of processes followed to review
courses
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Included

O

0
L]
L]

Included

O

oo o o

O 0O

O

Included

L]
L]

Learner Entry

Policy for enrolment of learners

Samples of enrolment forms

e Information given to learners before/ when they enroll
e Policies if learners withdraw their enrolment or from classes

Staffing

List of teaching staff and their qualifications (perhaps
evidence with CV’s)

Evidence of eligibility to work in Namibia and in that
organisation (if non-citizens are employed)

Information given to staff when joining (e.g. Induction
Programmes)

Description of how staff are appraised (with samples of
performance appraisals if these have occurred)

Description of how staff development happens (with
samples of individual plans if possible)

Policy and procedures for recruiting staff

Learning facilities and resources

Evidence of legal access to premises (e.g. lease
agreements)

Site plans and layouts

Local authority safety approvals/certificates of inspections
Description of library facilities

Asset Register of teaching equipment and aids, etc

Loan/lease/license agreements for IT applications used in
teaching (for example)

Asset Register of teaching equipment and aids,etc.

Included

[

[l
0
0

Included

[

]

Included

]

O oo



MoU’s/Agreements for any off-site activities,
articulation or credit transfer arrangements, or
use of franchise course materials

7. Management of delivery of courses

10.

Samples of lesson plans, teaching resources,
etc

Schedule for review of courses and materials

Samples of teacher and/or teaching evaluation
reports

Learner Support

Samples of induction information given when
starting

Policy(ies) for learning, health support, etc
Complaints procedure

Behaviour rules and regulations

Assessment
Plans for how and when assessment takes
place

Samples of assignments, tests and marking
schemes

Samples of internal moderation/verification
activities (if this is happening already)

Samples of external moderation/verification
reports (if relevant)

List of assessors, moderators and their
qualifications

Policies for appealing assessment results

Learner Records/Reports

Samples of learner enrolment and progress
records kept

Samples of student report forms

Samples of certificates issued

Policies on how certificates kept secure

Lists of past/current students and
standards/grades achieved

O

Included

O

0
0

Included

[

0
0
[

Included

]

O o0odg oo

Included

[

(|
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11.

12.

13.

14.

Research (degree providers only)

Policy on how research is funded, conducted and
supervised

List of recent research by staff and/or students

Franchising Relationships (where relevant)

Memoranda of Agreement with franchise owner
Proof of quality assurance recognition of franchise owner

Proof that local employers and providers will accept
graduates with ‘franchise’ qualifications

Review Processes
Schedules for reviews of POLICIES

Schedules for review of SERVICES

Evidence of review (if provider operating for time) such as
External Examiner reports, analyses of student results,
tracer studies or programme effectiveness reports, etc.

Evidence of Self Review prior to application being made

Achievements (if you have been operating for some time)

Examples of qualitative and quantitative data and
information on what successes have occurred

Examples of current Action Plans to improve things

Included

[
[

Included

[l
[l
[l

Included

[l
[l
[l
[l

Included

[
[



NQA

Private Bag 13247 Tel.: + 264 61 384100

WINDHOEK Fax.: + 264 61 384114

Namibia E-mail: info@namga.org
ADVICE NOTICE

TO: EDUCATION AND TRAINING PROVIDERS IN NAMIBIA

SUBJECT: ALIGNMENT OF THE OUTCOMES OF LEARNING FOR COURSES WITH THE
NQF LEVEL AND CREDIT SYSTEMS

On 12 November 2009, the NQA Council made decisions regarding the alignment of the
outcomes of learning for courses with the NQF Level and Credit systems used in Namibia. These
decisions have significance for all providers of education and training in Namibia.

Alignment of Courses with the NQF systems

The Council has resolved that each named course submitted as part of an application for
accreditation must be accompanied by Course Statements as detailed in Element 2.2 (2) of the
Accreditation Standard (Annexure B of the Accreditation Regulations of 2006).

In meeting this requirement, applicants must ensure that the principal outcomes of learning
associated with each Course submitted be aligned with an NQF Level Descriptor statement that
best applies. Additionally, the effort required by learners to satisfactory attain the stated outcomes
of learning must be expressed in terms of an NQF Credit Value.

These alignment requirements take immediate effect.

Meeting these requirements does not mean that the Courses themselves shall be registered on
the NQF should accreditation be granted. Only qualifications resulting from these courses may
be eligible for registration on the NQF. However, the alignment of Courses with the NQF Level
and Credit systems will assist the registration processes for qualifications. Further, such
alignment will also assist in defining Credit Transfer arrangements.

Statements regarding alignment with the NQF

Any alignment of outcomes of learning with the NQF level and Credit systems must be verified by
the NQA before the alignment can be deemed official. Such verification will occur during the
accreditation processes and/or during the quality assurance processes associated with
gualification registration on the NQF.

Where such verification by the NQA has not been confirmed, providers must ensure that any
statements made by them regarding any alignment clearly indicate that the alignment is a ‘self
determination’ only. This is to avoid incorrect or misleading information being made available to
learners and other significant stakeholders.

Updated 16 May 2012
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Interpretation of the term ‘course’

The Namibia Qualifications Authority Act of 1996 and the Regulations under this Act make
reference to the term ‘course’. The NQA Council has adopted an inclusive interpretation of this
term.

The NQA interprets the term ‘course’ as referring to any coherent and managed pathway of
learning or training and/or component of a specified, coherent and managed pathway of learning.
Such a pathway or component of a learning pathway shall be based in clear and consistent aims,
content, outcomes of learning and assessment practices relevant to the requirements of a quality
assured award(s) and/or qualification(s).

Thus, the NQA interprets the term ‘course’ as being synonymous with other terms associated with
describing learning pathways such as ‘programme’. ‘module’, ‘unit’ (of learning), ‘subject’, etc.
The NQA does, however, make a distinction between the term ‘course’ and ‘award’ and
‘qualification’. Whereas ‘course’ refers to a pathway of learning the latter two terms refer to the
certification granted to learners resulting from successful attainment relating to a course or
combination of courses.

Assistance from the NQA

Further assistance is available to providers, in aligning their courses with the NQF Level and
Credit systems and/or in preparing qualification documents for registration on the NQF. Providers
are invited, therefore, to contact the NQA (Evaluation Section) to seek any assistance.
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