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REGISTERED NAME OF ORGANISATION
:
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:
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:
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DATE OF SUBMISSION TO THETA

:
_________________________________________

INTRODUCTION

Welcome to Phase B of the THETA Accreditation Process!

Having completed Phase A successfully you are now embarking on the process that, if completed satisfactorily, will lead to ‘Accredited’ status being awarded. You are respectfully reminded to refer back to the ‘THETA ACCREDITED INFORMATION BROCHURE’ for the process steps and time frames, which pertain to Phase B.

What is a Portfolio of Evidence?

A Portfolio is a collection of evidence, to display that the Organisation has achieved a specific goal or outcome. Portfolios have become increasingly popular in recent years due to their broad and versatile applications to diverse learning areas. Organisations have found them a useful means of collecting and collating information about their progress.

What are the Objectives of completing this Portfolio of Evidence?

· To enable the Accreditation Auditors to conduct a document review, which will give an indication of whether or not you are ready for an on-site accreditation audit.

· To enable the audit team to prepare for an on-site audit in line with best practice in auditing so as to assure you that the on-site audit is fair and objective.

What is the greatest advantage of a Portfolio of Evidence?

A Portfolio has been shown to be an effective way of encouraging Management and Organisations to become more self-reflective and self-critical. This form of self-assessment enables Management and thus Organisations to become skilled at identifying both strengths and weaknesses of the Organisation.

How comprehensive must this Portfolio of Evidence be?

As this is a limited Portfolio to be used for the purposes of Document Review, you will only present samples of evidence that demonstrate that the Organisation has met, or is able to meet, the South African Qualifications Authority (SAQA) criteria for Accreditation as a Provider.
What constitutes a ‘Good’ Portfolio of Evidence?

· The Organisation was involved in selecting the evidence submitted in the Portfolio:

Although it is a good idea for the Organisation to be given guidance as to what elements should be in the Portfolio, and even for certain elements to be compulsory, it is essential that the Organisation have the opportunity to select evidence that best demonstrates its ability to meet the SAQA Accreditation Criteria.

· The Portfolio contains evidence that shows that the Organisation has been self-reflective and self-critical:

It is important that you are able to give the rationale for your selection of evidence, particularly when the auditor asks to see additional evidence when they are on-site. Remember that if you select evidence, which is based on an isolated instance of excellence rather than continual best practice, then you will have difficulty justifying your selection during the on-site audit. If this is the case then ensure that you can demonstrate that you have taken steps to improve the rest of the relevant process/system/function.

· The Portfolio should be versatile and perform different functions at different times:

The Portfolio that you are constructing will be used for the purposes of Phases B and C of the Accreditation Process. Therefore you must remember that the Portfolio will be referred to again before the surveillance audit. The onus is therefore on you to ensure that you update the Portfolio so that you can be assured of all audits being fair and objective.

· The Portfolio should demonstrate improvement within the Organisation:

All Organisations develop and improve at their own pace. The Portfolio should therefore be updated to give an indication of that growth and improvement. This is especially important if the Organisation aspires to enter into Phase C of the Accreditation Process and to ultimately achieve the status of a ’THETA Preferred Provider’.
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INSTRUCTIONS FOR COMPLETION

PLEASE TAKE NOTE OF THE FOLLOWING USEFUL INFORMATION:

1. Please read through the entire document before attempting to compile the Portfolio of Evidence.

2. The Organisation’s name; THETA number issued following successful completion of Phase A; name of person submitting the Portfolio and the date that it was submitted to THETA, MUST appear on the front page of the Portfolio.

3. THETA will retain the Portfolio of Evidence that has been submitted by the Organisation. The onus is on the Organisation to submit to THETA updated documentation relating to the accreditation criteria.

4. The name of the person, from the Organisation, responsible for compiling the Portfolio of Evidence should appear in the section ‘Evidence first inserted by’. Thereafter, the ETQA will maintain and update the information as necessary when new information/documentation is sent to the ETQA of THETA.

5. It is important to remember that simple documentation will suffice, and that only samples of evidence are required to be submitted and not always entire documents. Keep evidence brief! Also, only documentation pertaining to training provision should be submitted and NOT full organisational documentation. The purpose of the Portfolio of Evidence is that of auditing against SAQA criteria for accreditation.

6. In some instances, one document may be used for a number of the criteria. Should this be the case, please fill in the same document number in all the relevant spaces and provide only one copy of the document, filed where it is first referred to.

7. The document reference number indicates the document number provided by the Organisation, in order for it to be easily referred to during the document review.

8. If no evidence exists or no documented processes are in place to meet a criterion, please submit a statement as to how the Organisation meets the requirement.

9. All sections are mandatory for completion. When planning the on-site audit, THETA will determine, on a sample basis, the criteria to be audited.

Criteria 1 & 2
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1.
The primary focus of the Provider coincides with that of THETA.

2.
The Provider has not already been accredited by another ETQA.

The following document-based evidence must be included in this section.


Tick box if evidence
Document


included
Reference No.
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1.1
Accreditation Application Form: Phase A (This will be inserted by THETA).
___________
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2.1
Original signed declaration: Section G: Accreditation Application Form: Phase A (This will be inserted by THETA).
___________

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Criterion 3
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The Provider seeking accreditation is registered in terms of the applicable legislation at the time of the application.

The following document-based evidence must be included in this section.


Tick box if
Your document


evidence included
Reference No.
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3.1
If a Company: A copy of Company Registration certificate.
___________

OR

[image: image7.png]theta

TOURISM, HOSPITALITY & SPORT
EDUCATION & TRAINING AUTHORITY



3.2
If a Statutory Body: An extract from the legislation under which it was established, indicating the title and date of the legislation.
___________
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OR

3.3
If a Closed Corporation: A copy of the Certificate of Incorporation.
___________

OR
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3.4
If a Non-Governmental Organisation: A copy of the Certificate from the Minister.
___________

OR
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3.5
If a Charitable Trust: A copy of the first and last pages of the Trust Document.
___________
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OR

3.6
If a Sole Proprietorship: A statement to this effect from a public accountant.
___________

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Criterion 4
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Evidence of Organisational practices, which reflect the Provider’s quality management system, which includes but is not limited to:

4(i)
Quality management policies that define what the provider wishes to achieve.

4(ii)
Quality management procedures, which enable the provider to practice its defined quality management policies.

4(iii)
Review mechanisms, which ensure that the quality management policies and procedures defined are applied, and remain effective.

The following document-based evidence must be included in this section.


Tick box if
Your  Document


evidence included
Reference No.


4.1
The quality policy statement for the Organisation.
___________

4.2
An example of an Organisational policy with matched procedures / processes, which indicates how the Organisation manages the quality of learning provision in terms of design, development and delivery thereof.
___________

4.3
An example of an Organisational policy with matched procedures / processes, which indicates how the Organisation identifies and corrects any non-conformances related to the policies / procedures / processes given in (4.2) above.
___________

4.4
An example of an Organisational policy with matched procedures / processes, which indicates how the Organisation prevents any non-conformances related to the policies / procedures / processes given in (4.2) above.
___________

4.5
An example of an Organisational policy with matched procedures / processes, which indicates what review mechanisms the Organisation undertakes to ensure the continual improvement of the policies / procedures / processes given in (4.2) above.
___________

4.6
An example of an Organisational policy with matched procedures / processes, which indicates what internal auditing the Organisation undertakes to monitor the implementation and continual improvement of the policies / procedures / processes given in (4.2) above.
___________

4.7
A copy of the current Business Plan (or in the absence of such, a document with a similar function).
___________

4.8
If the Organisation has a Certified Quality Management System in place provide a copy of the relevant certificate.
___________

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Criterion 5


The Provider has the necessary resources including financial, administrative and physical.

The following document-based evidence must be included in this section.


Tick box if evidence
Document


included
Reference No.

5.1
A declaration from the Organisation’s auditor / accountant to certify that the Organisation is able to meet it’s financial commitments and follows financial procedures and reporting mechanisms that conform to Generally Accepted Accounting Practices (GAAP).
___________

5.2
The specifications of the Organisation’s administrative data management system regardless of whether this is a Hard Copy or Electronic-based System e.g. MS Excel Spreadsheets or Hard Copy Filing System etc.
___________

5.3
A list of the typical administrative records kept by the Organisation that relate to the design, development and delivery of the Learning Programmes.
___________

5.4
A list of the typical administrative records kept by the Organisation that relate directly to the individual Learner.
___________

5.5
Any form of documentary evidence, or in the absence of such, a statement as to how the Organisation determines and meets the physical resource requirements for the delivery of the Learning Programmes, on an ongoing basis.
___________

5.6
A declaration, from the Local Authority to the effect that the premises used for the delivery of the Learning Programmes meet the planning and building requirements of the Local Authority as well as any mandatory Health and Safety Regulations.
___________

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Criterion 6


The Provider has policies and practices for staff selection, appraisal and development.

The following document-based evidence must be included in this section.


Tick box if evidence
Document


included
Reference No.


6.1
A Human Resource Organogram for the Organisation.
___________

6.2
A list of all staff (Full time and part time) involved in the design, development and delivery of Learning Programmes. For each person include details of:

6.2.1
Surname, Initials and Title;

6.2.2
Qualifications and training experience;

6.2.3
Whether the individual is a registered assessor and / or moderator and with which statutory body they are registered as such and their registration number where applicable.
___________

6.4
A copy of the Organisation’s Staff Selection Policy or in the absence thereof a statement from Management in this regard.
___________

6.5
A copy of a typical employment contract used by the Organisation (Please ensure that this is blank and NOT one of the current staff’s contracts!)
___________

6.6
A copy of the Organisation’s Employment Equity Plan.
___________

6.7
If the Organisation is NOT a levy payer to THETA but IS a levy payer to another SETA then include a copy of those pages of the Work Place Skills Plan that indicate what the Organisation is doing in terms of the development of the Education and Training Staff.
___________

OR

6.8
If the Organisation is NOT a levy payer at all, then include a document or statement that indicates what the Organisation is doing in terms of the development of the Education and Training Staff.
___________

6.9
A copy of the Organisation’s Staff Appraisal Policy and Process or in the absence thereof a statement from Management in this regard.
___________

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Criterion 7


The Provider can demonstrate their ability to develop, deliver and evaluate learning programmes, which culminate in specified, registered standards and / or qualifications.

The following document-based evidence must be included in this section.


Tick box if evidence
Document


included
Reference No.

7.1
Details of all THETA related Qualifications and / or Unit Standards offered by Organisation. See Accreditation Application Form: Phase A (This will be inserted by THETA under Criteria 1 and 2).
____________

Choose one of your learning programmes and provide the following in terms of the chosen programme:

7.2
Evidence that programme design is based on training needs analyses.
____________

7.3
Evidence that the target population/s for the Learning Programme/s has/have been identified and their Learning needs analysed.
____________

7.4
An example of a Design and Development Plan, or other appropriate document, for the Learning Programme, which demonstrates that the following issues have been given due consideration. That:

7.4.1
The Learning Programme is NQF aligned;
____________

7.4.2
The Learning Outcomes have been established;
____________

7.4.3
The specific requirements of the relevant Qualification and its component Unit Standards (Including the Critical Cross Field Outcomes) have been integrated into the Learning Programme;
____________

7.4.4
The Credit Rating and Notional Hours have been calculated on the basis of factual data;
____________

7.4.5
The Mode of Delivery ensures that the Outcomes of the Learning Programme can be met;
____________

7.4.6
The requirements in terms of the entry level knowledge, skills and experience are identified;
____________

7.4.7
The resource requirements (Environmental, Human, Administrative etc) are identified and provided;
____________

7.4.8
Course Material requirements are identified and NQF aligned;
____________

7.4.9
That suitable assessment methodologies are selected for the Learning Programme.
____________

7.5
Evidence of the method/s by which Learning Programmes are reviewed and improved on the basis of valid and verifiable analysed data.
____________

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Criterion 8


The Provider has the appropriate policies and practices for:

8(i)
Learner entry, guidance and support systems.

8(ii)
The management of off-site practical or work-site components where applicable.

The following document-based evidence must be included in this section.


Tick box if evidence
Document


included
Reference No.

8.1
An example of an Organisational policy with matched procedures / processes, which indicates how the Organisation manages the Learner Selection Process.
___________

8.2
An example of a Learner Guide to a Learning Programme, or similar document, that indicates the following:

8.2.1
Learner entry requirements for the Programme;
___________

8.2.2
The rules and procedures for achieving competence;
___________

8.2.3
Details of the different entry and exit points of the Learning Programme if relevant;
___________

8.2.4
Details of how the Learning Programme articulates with other Learning Programmes if relevant;
___________

8.2.5
General Learning Resources available to the Learner during the Learning Programme and how these are accessed;
___________

8.2.6
Career Guidance (Including details of Employment Opportunities) and Learner Support Resources available to the Learner and how these are accessed;

8.2.7
Expectations of Learners in terms of behaviour and conduct;
___________

8.2.8
The Grievance procedures available to Learners.
___________

8.3
Evidence of how the Organisation manages to achieve consistency of quality of delivery and assessment of the off-site / work site components of a Learning Programme, when applicable.
___________

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Criterion 9


The Provider has the appropriate policies and practices for the management of assessment.

The following document-based evidence must be included in this section.


Tick box if evidence
Document


included
Reference No.

9.1
An example of an Organisational policy with matched procedures / processes, which indicates how the Organisation manages the Learner Assessment and Re-Assessment Processes.
___________

9.2
An example of an Assessment Plan contracted between the Learner and Assessor.
___________

9.3
An example of a Formative Assessment tool used by the Organisation.
___________

9.4
An example of a Summative Assessment tool used by the Organisation.
___________

9.5
An example of Feedback received by a Learner.
___________

9.6
An example of a Moderated Assessment.
___________

9.7
Evidence that recommendations made by Moderators are taken into account when Learning Programmes are reviewed and improved.
___________

9.8
An example of a Learner Appeal against an assessment with copies of minutes, outcomes and actions taken, if applicable.
___________

9.9
An example of a Learner Assessment Record.
___________

9.10
An example of an Organisational policy with matched procedures / processes, which indicates how the Organisation manages the Recognition of Prior Learning Process (RPL) where applicable.
___________

9.11
An example of a RPL Assessment Tool, if applicable.
___________

9.12
An example of a Learner Record indicating the granting of RPL, if applicable.
___________

Note to Auditor: Refer also to documents given in respect of 6.2.

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Criterion 10


The Provider has the capacity and ability to produce appropriate reports.

The following document-based evidence must be included in this section.


Tick box if evidence
Document


included
Reference No.

10.1
A list of the typical reports that are generated by the Organisation with respect to the following areas of Operation:

10.1.1
The Quality Management System and Business Operation
___________

10.1.2
Learning Programme Design and Development
___________

10.1.3
Learning Programme Delivery
___________

10.1.4
Learning Programme Evaluation
___________

10.1.5
Learner Selection and Guidance
___________

10.1.6
Learner Progress
___________

10.1.7
Assessment and Moderation
___________

10.2
Include an example of each of the following report types:

10.2.1
The Quality Management System and Business Operation
___________

10.2.2
Learning Programme Design and Development
___________

OR

10.2.3
Learning Programme Delivery
___________

OR

10.2.4
Learning Programme Evaluation
___________

10.2.5
Learner Progress
___________

10.2.6
Assessment and Moderation
___________

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Criterion 11


The provider has the capacity and ability to ensure the achievement of desired outcomes, using their available resources and procedures.

The following document-based evidence must be included in this section.


Tick box if evidence
Document


included
Reference No.

1.
For each Learning Programme offered list the Staff : Learner ratios for each different Mode of Delivery.
___________

2.
If Learnerships are offered by the Organisation provide an example of a Learnership rollout plan for one of the Learnerships offered.
___________

3.
Include an example of how the Organisation integrates its Business functions such that it is able to achieve its Business Objectives and still remains in line with the requirements of the National Qualifications Framework. E.g. Education and Training rollout plan for the Educational Offerings of the Organisation.
___________

OR

4.
If the Organisation undertakes Management Reviews include a copy of one such review.
___________

Evidence first inserted by:

Name:
________________________________
Date:
_________________________

Last updated on:

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

Name:
________________________________
Date:
_________________________

� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���








� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���




















THETA Accreditation Phase B Portfolio Final 

Publication Date 30 August 2002

Owned by ETQA
THETA © 2002, All Rights Reserved
Page 2 of 24

_1030185835

