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About the National Qualifications Authority
rd

On the 23 of August 2010, President His Highness Sheikh Khalifa Bin Zayed Al Nahyan issued Federal
Decree No. 1 ‘Establish and Maintain the National Qualifications Authority’. Key functions of the
National Qualifications Authority (NQA) are:
 coordinating with related entities the establishment and implementation of an internationallyrecognised education and training system for the UAE
 developing and implementing the Qualifications Framework for the Emirates, QFEmirates, which is a
singular integrated structure covering all qualifications in the UAE
 facilitating the transfer, shift and continuity of learning of individuals between different education
and training pathways
 contributing to the enhancement of vocational education and training quality in the country.
NQA aims to deliver outcomes that assist the UAE to keep pace with scientific and technological
progress and meet the country’s economic and social development needs.
In order to executive its mandate across the vocational education and training (VET) sector, the NQA
Board has established the Vocational Education and Training Awards Council (VETAC). This operating
body is responsible for managing, coordinating and quality assuring the outcomes of the VET sector.
VETAC’s primary focus is to develop the system of vocationally related and occupationally oriented
qualifications for UAE’s VET sector.

For more information about the guidelines for the VETAC System for Registration and Quality
Assurance of Training Providers and Qualifications contact:
General Manager
National Qualifications Authority
Address: P.O. Box 63003, Abu Dhabi, UAE
Phone: +9712 815 6666
Fax: +9712 815 6677
Web: www.nqa.gov.ae
This document is licensed under a Creative Commons Attribution-No Derivative Works 3.0 Unported
license. You are free to copy, distribute and transmit this work, so long as you attribute it to the
National Qualifications Authority and Vocational Education and Training Awards Committee and not
alter, transform or build upon this work.
To view a copy of this license, visit http://creativecommons.org/licenses/by-nd/3.0/

Document Title
VETAC System for Registration and Quality Assurance of Training Providers
and Qualifications

Version

Date

Owner

Page

2

June 2014

NQA/VETAC

2

CONTENTS

About these Guidelines

4

Quality Assurance Standards for the Registration (QASR) of Training Providers

10

Includes Application Forms:


Application for Initial Registration as a Training Provider operating in the UAE (Part A of
the Registration Process)



Application for Full Registration as a Registered Training Provider Operating in the UAE
(Part B of the Registration Process)

Foreign Awards Equivalency Standards

52

Standards for the Quality Audit of Training Providers

60

Related guidelines:
VETAC Q+NOSS System Guidelines
VETAC Classification System of Awarding Bodies
VETAC System of Qualified Assessors, Internal Verifiers and External Verifiers

Document Title
VETAC System for Registration and Quality Assurance of Training Providers
and Qualifications

Version

Date

Owner

Page

2

June 2014

NQA/VETAC

3

1. ABOUT THESE GUIDELINES
The National Qualifications Authority (NQA) and the Vocational Education and Training Awards
Council (VETAC) have developed a comprehensive system to regulate and quality-assure vocational
education and training (VET) providers and qualifications in the United Arab Emirates. The previously
unregulated vocational training sector in the UAE comprises a range of qualifications and programs
offered by some highly reputable and responsible providers and others of doubtful quality and giving
poor value to the learners.
The aim of the NQA’s regulatory systems is to embrace the full range of qualification discipline fields,
levels of training, duration of programs, credit values, and the varying origins of standards and training
qualifications. Where distinctive industry needs exist in the Emirates for tailored national vocational
qualifications and awards, Sector Advisory Committees (SACs) led by industry representatives will
develop these qualifications. The Vocational Education and Training Awards Council (VETAC) will
consider qualifications and awards based on national occupational skills standards (NOSS) for
endorsement as well as appropriate qualifications and awards from foreign Awarding Bodies.
The multi-stage process described in these guidelines and illustrated in the diagram on the following
page, is suitably flexible to accommodate qualifications that have already been developed in line with
appropriate standards and meet industry needs, and those that require further detailed scrutiny of the
qualification development process, unit/course structures, and qualification outcomes. The procedures
subject all training providers to a rigorous adherence to quality assurance standards and performance
criteria.
These guidelines define the full sequence of steps involved in quality assuring training providers and
qualifications. NQA will advise on their applicability in relation to individual training providers and
qualification submissions. Each step from Initial Registration to Quality Audit draws on the following
NQA/VETAC internal documentation:


Quality Assurance Standards for the Registration (QASR) of Training Providers



Foreign Awards Equivalency Standards



Standards for the Quality Audit of Registered Training Providers



VETAC Q+NOSS System Guidelines



VETAC Classification System of Awarding Bodies



VETAC System of Qualified Assessors, Internal Verifiers and External Verifiers
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As the federal regulator of vocational education and training in the UAE, the NQA and its VETAC are
ultimately responsible for setting the standards and associated mechanisms for quality assurance of
qualifications and training providers. The mechanisms for VET quality assurance will operate within a
structural framework that facilitates accountability for maintaining adherence to the standards from all
parties involved. As shown in the following diagram, the structural hierarchy has three layers –
Regulatory Authorities, Awarding Bodies, and Registered Training Providers. The quality assurance
procedures and stages described in these guidelines, and indicated in the diagram, will be assigned to
each of the layers in the structural hierarchy.
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2. VOCATIONAL EDUCATION AND TRAINING
AWARDS COUNCIL (VETAC)
2.1 Vocational education and training in the UAE
The vocational education and training market across the UAE is currently very diverse in terms of
recognised qualifications, certificates or awards. There are some institutions and entities that prioritise
vocational education and training because of their knowledge of its importance in developing human
resources, social progress and economic growth. However, these efforts are restricted to the Emirate
level and they lack recognition and coordination at the federal and international levels. The NQA, in
recognising the UAE’s 2021 vision and the leaders’ strategic direction to advance the country’s
international competitiveness within the global economy, supports the notion that a critical factor in
assuring the country’s future in the world is the development of a highly skilled workforce.
On 23 August 2010, the President, Sheikh Khalifa bin Zayed Al Nahyan issued Federal Decree No. 1
‘Establish and Maintain the National Qualifications Authority’. The Decree aims to coordinate with
concerned parties to operationalise a federal system of vocationally-related and labour-market
orientated national qualifications for the UAE as a critical part of its vision of a highly skilled workforce.
In order to execute its mandate across the VET sector and ensure its outcomes keep pace with
scientific and technological progress, as well as meet the requirements of the economic and social
development, the NQA Board resolved to establish a specialist ‘operational body’. This body is charged
with the responsibility of managing, coordinating and quality assuring the outcomes of the VET sector.
The NQA has both policy setting and operational responsibilities. To improve governance and
transparency arrangements and assure consistency with the QFEmirates authorisations, in terms of
education and training sector responsibilities, the NQA Board determined policy setting and
operationalising policy are best managed under separate functions. This was a major consideration in
establishing a specific and specialist ‘operational body’ for VET with particular operational
responsibilities.
The NQA Board approved the Vocational Education and Training Awards Council (VETAC)
Establishment Policy - NQA Board Resolution No. (21), 2013 - on the 3 December 2013.

The resolution includes a definition of Vocational Education and Training (VET) in the UAE:
All forms of learning and training a learner undertakes and acquires related
to a particular ‘vocational related’, ‘occupational oriented’ or continuing
education and training formally-recognised qualifications or awards for, or in
work, or social development as specified by a relevant government authority
or regulatory/Awarding Body.
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2.2 Strategic role of VETAC
VETAC is responsible for:


establishing a comprehensive strategy for vocational education and technical and professional
training in the country



building a system for quality assuring, assessing and accrediting vocational, technical and
professional education and training providers, qualifications and assessors



establishing criteria for vocational qualifications to link their outcomes with labour market needs



developing and maintaining policies, processes and procedures, in consultation with local and
federal educational authorities



establishing, recognising and coordinating Sector Advisory Committees (SACs)



endorsing and managing the issuance of qualifications based on national occupational skills
standards (NOSS) and aligned with the QFEmirates



developing a national registration system/database for vocational qualifications



developing a strategy for assessing, awarding and issuing equivalencies for vocational
qualifications in the country in accordance with QFEmirate levels



facilitating research and the development of labour market strategies related to improvements in
labour productivity and opportunities for Emiratisation of priority occupations.

2.3 Sector Advisory Committees (SACs)
One of VETAC’s key roles is to establish Sector Advisory Committees (SACs). These bodies are
responsible for developing, validating and submitting to VETAC for endorsement relevant national
occupational skills standards and qualifications/awards (Q+NOSS). They are also responsible for
identifying and providing advice on skills issues, trends and requirements applicable to their sector.
There will be 12 SACs bodies covering 12 industry sectors:


Government services and public administration



Community, health and social services



Business, administration and financial services



Tourism, hospitality, retail and leisure services including personal care services



Arts, culture and entertainment



Education, learning and social development



Building and construction, estates and assets development and management
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Utilities and infrastructure



Energy resources - oil, natural gas, petrochemical, chemical and mining/quarrying



Manufacturing



Logistics and transport



Agriculture, livestock and fishery

Recognising it will take some time for SACs to be established, VETAC has resolved to establish focused
bodies known as Recognised National Development Committees (RNDCs) as an interim measure
pending the full establishment of respective SACs. The RNDCs will be formally recognised to project
manage and undertake the process of the development, validation and submission for endorsement of
national qualifications and National Occupational Skills Standards (Q+NOSS) for the prescribed
industry sector and covering a list of agreed occupations. Conditions, terms and processes approved
by VETAC for developing Q+NOSS to attain their endorsement remain the same. RNDCs will convert
and be incorporated within respective industry SAC operations, as and when each SAC is established.
See Section 1.3 of the Quality Assurance Standards for the Registration (QASR) for Training Providers for
further details.

2.4 Awarding Bodies
An Awarding Body is an entity, entitled through legislation or other formal mandate, to authorise
under its remit, the development and issuing of qualifications that formally recognises the
achievements of a given parcel of endorsed learning outcomes. VETAC will approve and monitor
Awarding Bodies’ operations to deliver qualification processes and facilitate delivery and certification.
See the guidelines for the VETAC Classification System of Awarding Bodies for further details.
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QUALITY ASSURANCE STANDARDS FOR THE
REGISTRATION (QASR) OF TRAINING PROVIDERS
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1. INTRODUCTION TO NQA’S/VETAC’S QASR
All organisations seeking to deliver nationally recognised training and/or assessment services in the
United Arab Emirates (UAE) must meet the Quality Assurance Standards for the Registration
(QASR) of Training Providers as determined by the National Qualifications Authority (NQA) and the
Vocational Education and Training Awards Council (VETAC).
The standards apply to providers seeking to deliver qualifications in the UAE:


National vocational qualification(s)/award(s) based on National Occupational Skills Standards
(referred to as Q+NOSS) developed by industry and endorsed by VETAC, and/or



Existing vocational qualifications and awards, including foreign awards typically based on other
standards adopted from relevant authorities.

These standards align with the policies, structures, systems and procedures set out in the Qualifications
Framework for the UAE (QFEmirates) Handbook.
NQA’s/VETAC’s approach for the registration of training providers aims to bring mutual benefits:


Learners and prospective learners will have greater confidence in the quality of providers and
their qualification offerings.



Providers will be able to demonstrate official recognition and approval of their organisation by
NQA/VETAC, including the use of relevant logos and prescribed statements, thus attracting
increased numbers of learners.



Regulators and authorities will have knowledge of the range of providers and qualification fields
of training to inform planning and aid the achievement of National and Emirate-based strategic
plans and vision.

On NQA’s/VETAC’s approval, providers, qualifications/awards, and relevant learning pathway(s)
deployed are recorded in NQA’s Qualification Register and Information System (QRIS) for public
access.

1.1 Initial Registration
As a starting point in VETAC’s quality assurance process for organisations seeking to deliver vocational
education and training in the UAE, there is a need for a comprehensive inventory of these
organisations and the training fields which they offer, or plan to offer vocational qualifications and
awards. The process of Initial Registration is designed to capture the requisite information on the fields
of training, and to ensure that National and local Emirate legal requirements have been satisfied.
VETAC will then list successful applicants as a “training provider” in a directory within the Qualifications
Register and Information System (QRIS).
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Organisations seeking Initial Registration must hold a commercial license as determined by the
Department of Economic Development’s categories for the provision of training and local Emirate
authorities. VETAC will then verify that the organisation is legitimate, commercially sound, and has
appropriate governance arrangements in place.
VETAC will have the responsibility for Initial Registration of all training providers and for providing
publically available information on the registration status of providers through the NQA website.
Where registration is also required at a local Emirate level, or through Awarding Bodies, the data will
be forwarded to VETAC for inclusion in the central database.

1.2 Full Registration
The standards-based process for Full Registration to become a “Registered Training Provider” (RTP)

(1)

ensures that the necessary infrastructure is in place for monitoring and reporting on the performance
of the provider, which will lead to the delivery of qualifications and awards that meet workforce needs.
Organisations apply for Full Registration to deliver their existing vocational programs based on other
standards adopted from relevant authorities such as foreign Awarding Bodies. Before applying to
VETAC for registration to deliver a foreign award(s), providers must submit an Equivalency Application
Form in order for VETAC to determine whether the award(s) is good quality and fit for purpose in the
UAE (see Foreign Awards Equivalency Standards).
For VETAC to grant “Registered Training Provider” (RTP) status to an organisation seeking to deliver
training and/or assessment services under its scope of registration, an organisation is required to
demonstrate that it:


has integrity, is properly resourced and well managed



has systems and procedures in place to deliver such services in an effective, appropriate, legal,
transparent and fair manner



can deploy its services effectively and proficiently, and produce the quality of outcomes required
of selected VETAC endorsed qualifications/awards or registered programs, in particular foreign
awards, as per its scope of registration.

As the federal regulatory authority overseeing vocational education and training in the UAE, VETAC is
responsible for Full Registration of eligible training providers and for providing publically available
information on the status of registration through the NQA website. As with Initial Registration, where
Full Registration is also required at a local Emirate level or through Awarding Bodies, and in cases
where the quality criteria are all met, the registration data will be forwarded to the central database to
avoid duplication of processes.
(1) The term “Registered Training Provider” is used interchangeability with the term “Institutional Accreditation” from the NQA degree.
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1.3

Endorsed National Qualifications

If an organisation is seeking to offer qualifications/awards based on National Occupational Skills
Standards (Q+NOSS) (see VETAC Q+NOSS System Guidelines for further information), it must first
apply for Initial and Full Registration and satisfy the quality criteria for Full Registration. The ‘Scope of
Registration’ defined in the Registration details will indicate the intent to deliver national vocational
qualifications and awards based on National Occupational Skills Standards (Q+NOSS) and/or
nationally-recognised Foreign Awards.
Note: Q+NOSS are industry-determined, industry sector-based and VETAC-endorsed National Occupational Skills Standards
(NOSS) with associated qualifications comprised of unit standards. They:


provide details of what people are able to do and with the ability to do this in a range of contexts



emphasise outcomes and the application of skills and knowledge and aspects of competence, not just their specification



are packaged/combined together to form national vocationally related, occupationally oriented or self-development
qualifications or awards (Q+NOSS)



are developed in the UAE by Recognised National Development Committees (RNDCs) and Sector Advisory Committees in close
consultation with industry.

VETAC is responsible for compliance audits to ensure that training providers have fully satisfied the
criteria for registration and are suitably resourced to offer the selected national qualifications and
awards. The regulatory mechanism will ensure that appropriate qualifications and awards are provided
in locations that best serve the needs of industry and the demands of learners.
STAGES IN THE REGISTRATION OF TRAINING PROVIDERS

Document Title
VETAC System for Registration and Quality Assurance of Training Providers
and Qualifications

Version

Date

Owner

Page

1

June 2014

NQA/VETAC

13

2. REGISTRATION PROCEDURES
VETAC will invite organisations to apply for Registration through advertising and notification on the
NQA website. Key providers will receive specific communiques from NQA/VETAC to invite them to
submit an application. The Application Form will be available on the NQA website and the information
presented in these guidelines will assist applicants to complete these forms.

2.1 Applying for Initial Registration

Initial Registration Application Form

To be eligible to submit an application for registration, an organisation must first apply to VETAC
for Initial Registration as a “training provider”. An organisation must be a legal entity and
commercially sustainable as defined by the UAE laws and bylaws and/or its constituent Emirates.
2.1.1 The organisation must meet any relevant UAE and Emirate specific legislative and
occupational licensing requirements, where appropriate, with respect to its operations, be it
commercial, related to education and training or other applicable regulations. For instance:
2.1.1.1 it requires a commercial licence, and
2.1.1.2 an education and training licence to conduct education and training activities
within an Emirate. In such instance (for example, Abu Dhabi and Dubai), prospective
education and training providers are required to be licensed by respective relevant
authorities. In Abu Dhabi it is, The Abu Dhabi Centre for Technical Vocational
Education and Training (ACTVET). In Dubai it is, The Knowledge and Human
Development Authority (KHDA). Similar bodies with the same responsibilities may
in future be established in other Emirates, and in such instances the same
requirements apply.
If an applicant does not have the necessary licenses to operate as a training
provider in the UAE or in a specific Emirate, it must obtain the respective licences
from local authorities before applying to VETAC for registration.
2.1.2 Once an organisation/provider has obtained these licenses, it can submit an application for
Initial Registration to VETAC with the appropriate fee.
2.1.3 VETAC will not accept incomplete forms but will notify the application of additional needs.
2.1.4 VETAC will forward written advice to the applicant within ten (10) working days of its
decision that Initial Registration has been approved or that there are any outstanding
compliance issues to be addressed.
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2.2 Applying for Full Registration

Full Registration Application Form

An organisation seeking to deliver existing Vocational qualifications and awards, including foreign
awards, must be fully registered by VETAC.
Organisations approved as a “training provider” under the Initial Registration process are now
able to apply to VETAC to become a “Registered Training Provider” (RTP). If successful, they are
then able to deliver existing awards that, typically, will be based on other standards adopted from
relevant authorities in the UAE or overseas.
Those RTPs seeking to deliver training and/or assessment services for national Vocational
qualifications and awards based on national occupational skills standards (Q+NOSS) may need to
seek approval from their local Emirate authority.
2.2.1 Preparation of an application for Full Registration
2.2.1.1 In the case of foreign awards, the applicant must first apply to VETAC for the
equivalency of its foreign awards(s). They do this by completing the Equivalency
Application Form that is explained in the Foreign Awards Equivalency Guidelines.
Note: Equivalency refers to a formally recognised set of learning outcomes from a
different qualification/award that is deemed equivalent in level and complexity to
one recognised in the QFEmirates. This may be demonstrated through a mapping
exercise.
2.2.1.2 The applicant meets with an External Verifier from VETAC or the VETAC-delegated
body to review interest, requirements, procedures and its intended scope for
registration to assess its initial readiness to submit a formal application (and/or
attend an information session).
2.2.1.3 Following initial assessment, the applicant augments any systems, processes,
procedures and/or resources identified as per requirements that may need
attention.
2.2.1.4 The applicant in defining its scope of registration selects and advises on whether it
is seeking to have its own qualification(s)/award(s) registered and/or whether it is
seeking to include an existing VET qualification(s)/award(s) listed on the
Qualifications Register and Information System (QRIS) in its scope of registration.
This stage also involves the RTP identifying the learning pathway(s) it intends to
deploy and designing the strategies, plans and programs for their delivery.
2.2.1.5 The applicant can submit an application for registration to VETAC with the
appropriate fee.
2.2.1.6 VETAC will not accept incomplete forms but will notify the applicant of additional
needs.
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2.2.2 Audit and approval of acceptance of application
2.2.2.1 The applicant submits to a compliance audit by a VETAC External Verifier, in
conjunction with an industry-specific subject matter expert appointed by VETAC, to
assess whether the organisation’s systems, processes, procedures and resources,
for the intended scope of registration are compliant with the Registration
Standards.
2.2.2.2 The

applicant rectifies

any non-compliance

issues identified

during

the

verification/audit process that remain outstanding.
2.2.2.3 VETAC will forward written advice to the applicant within fifteen (15) working days
of its decision that Full Registration has been approved or that there are any
outstanding compliance issues to be addressed.
2.2.3 Publication in the Qualifications Register and Information System (QRIS)
2.2.3.1 If Full Registration (RTP status) is granted, the applicant can commence delivering
the services within its scope of registration in accordance with the QASR,
immediately upon receipt of written confirmation in the form of a “Certificate of
Registration” from VETAC, and
2.2.3.2 The details of the RTP, the training and/or assessment services it has been
registered to deliver are entered and published in the QRIS.

2.3 Renewing registration

Renewing Registration Form

2.3.1 Period of renewal
VETAC grants registration to a RTP for a period of up to three (3) years.
2.3.2 Requirements to retain registration
To maintain “Registered Training Provider” status, an RTP must apply for registration
renewal in accordance with the QASR six (6) months before its registration lapses.
An RTP must also review its scope of registration before applying for renewal of
registration, including:


deleting any qualifications/awards and/or registered Foreign Awards that have been
superseded by national qualifications based on national occupational skills standards
(Q+NOSS) that are published in QRIS



deleting or applying for renewal, or

Document Title
VETAC System for Registration and Quality Assurance of Training Providers
and Qualifications

Version

Date

Owner

Page

1

June 2014

NQA/VETAC

16



withdrawing any qualifications/awards, including registered foreign awards, due to
expire in less than six (6) months, except, for example, where an Award is a shortcourse program in which learners can enrol and complete within that six months
period.
A RTP that applies for renewal of registration will be required to undergo a further
quality audit (see Standards for the Quality Audit of Training Providers).

2.3.3 Steps for renewing registration
The steps in applying for renewal of registration are as follows:
2.3.3.1 The RTP completes the Renewing Registration form and forwards the application,
together supporting documents and the application fee to VETAC.
2.3.3.2 The RTP determines the relevance of existing scope of registration. The RTP may
apply to add and/or reduce its current scope of registration.
Refer to 2.4 Extending Scope of Registration for further details.
The RTP ensures that the current systems and practices continue to be consistent
and fully compliant with the relevant criteria in the Quality Assurance Standards for
the Registration (QASR) of Training Providers.
2.3.3.3 The RTP submits to a compliance audit by an External QA auditor appointed by the
relevant VETAC-delegated body, in conjunction with an industry-specific subject
matter expert recommended by the relevant industry-specific SACs body and
appointed by VETAC, to evaluate whether the organisation’s systems, processes,
procedures, resources and proposed scope of registration are compliant with the
QASR standards. The RTP rectifies any non-compliance issues identified during the
quality audit process.
2.3.3.4 Written advice is forwarded by VETAC to the organisation within fifteen (15)
working days of VETAC’s decision that registration renewal has been approved or
that there are any outstanding compliant issues to be addressed.
2.3.3.5 If renewal of registration is granted, the RTP can commence delivering the services
within its scope of registration in accordance with the Standards for Registration,
immediately upon receipt of written confirmation. Any changes to the details of the
RTP and the training and/or assessment services within its scope of registration are
has been registered to deliver are published in the QRIS.
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2.4 Extending scope of registration

Extending Scope of Registration Form

Amending/extending registration involves the following:


Only the qualifications/awards identified within its scope of registration can be delivered by
the RTP.



Intentionally operating outside the scope is a breach of the registration arrangements.



Any changes to this scope – for example the introduction of additional qualifications or awards
and deployment of related recognised learning pathways – require application and approval
for a variation to the scope of registration.



No training and/or assessment service can commence until approval has been received
formally in writing from VETAC and the amendment has been effected and published on the
QRIS.

2.4.1 Steps for Extending scope of Registration
2.4.1.1 The RTP selects from the QRIS the relevant national qualifications/awards and/or
registered Foreign Awards it proposes to add to its scope of registration.
Refer to Parts 3, 4 and 5 for further details.
2.4.1.2 Prepares resources (human, physical, financial and administrative including learning
materials and assessment strategies, together with learner support and guidance
information) to meet the Registration Standards (QASR).
2.4.1.3 Contacts the relevant VETAC or VETAC-delegated body appointed External Verifier
to discuss content, suitability of the organisation’s human, physical, financial and
administrative resources, access to learning materials, assessment strategies and
instruments, occupational health and safety issues, and/or occupational licensing
and legislative requirements and qualifications/awards issues.
2.4.2 Audit
2.4.2.1 The application is reviewed by VETAC’s or VETAC-delegated External Verifier, either
by desk-top or site-based audit, determined by the Verifier/Auditor relative to the
risk and in accordance with VETAC’s Risk Management policy and practice.
2.4.2.2 The RTP engages with the relevant External Verifier who, based on a risk
assessment(s), determines how the expanded scope of registration is to be
managed and administered.
2.4.2.3 Training and/or assessment services can commence within 15 working days upon
formal approval from VETAC and publication on the QRIS.
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2.5 Voluntarily cancelling all or part of registration and scope
During the period of registration, an RTP may decide to cease operation, or seek to remove
selected qualifications and/or awards from it scope of registration in accordance with the
following steps:
Voluntary Cancellation of Registration Form

2.5.1 Steps for cancellation

2.5.1.1 A RTP must apply in writing to VETAC to voluntarily cancel in full registration or in
part the scope of registration as a RTP.
2.5.1.2 A RTP is required to meet a number of obligations in order to finalise the
cancellation of registration or part of scope. These include:
 making arrangements for all current learners to receive a copy of their learner
records including, if not previously issued to learners, a Principal Qualification,
Composite or Component Award, Registered Foreign Award or where an
qualification/award has been partially completed, a ‘Record of Achievement’
 ceasing to enrol learners in respective programs
 ceasing and withdrawing all promotions activities, collateral, materials and livery
that displays references to nationally recognised training, qualifications or
awards or authorised bodies such as NQA, VETAC, SACs bodies in all forms
whether paper based or electronic with respect to full cancelation and the same
respectively for cancellation of part of scope
 forfeiting all rights and obligations to respective accredited programs
 forwarding to VETAC a secure electronic and/or hard copy in accordance with its
requirements of the following information for each learner who has undertaken
recognised training and/or assessment through the RTP since initial registration:


Full name of each learner and an identifier (date of birth, address etc.)



Name and code of the endorsed award(s) issued



A copy of each learner’s results in the form of a ‘Record of Achievement’ if
the learner did not complete a qualification or award at the time cancellation
was to be effected



Date on which each qualification/award was awarded

 returning the Certificate of Registration to VETAC, in the case of full cancellation.
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2.6 Changing RTP’s ownership name, legal name or any contact details
2.6.1 Name or contact details change

Change to RTP Details Form

2.6.1.1 Registration cannot be transferred, sold or otherwise assigned to another legal
entity or organisation. However, VETAC, with the approval of the NQA Board, may
assign its planned provision to another appropriate RTP should registration be
revoked and that it is in the best interests of learners to do so.
2.6.1.2 VETAC must be notified of any change to the RTP’s legal trading name, responsible
appointed nominee of the organisation and/or authorised person, business address
or contact details throughout the period of registration.
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3. QUALITY ASSURANCE STANDARDS FOR FULL
REGISTRATION
An organisation seeking to become an Registered Training Provider (RTP) is required to demonstrate
compliance with the following 13 standards. The responsibilities attributed to VETAC in the Standards
below will normally be delegated to the relevant VETAC-delegated body that will be subject to reviews
by VETAC to ensure effective implementation of VETAC standards:

3.1 Effective financial management procedures
3.1.1 The RTP must designate the Appointed Nominee (typically the chief executive) or a person
who reports directly to the chief executive on the organisation’s financial matters, and who
is competent in financial management with defined responsibilities and authority to:
3.1.1.1 ensure and confirm that the RTP has financial management policies in place and
that it complies with these policies
3.1.1.2 monitor and report on compliance with its financial management policies and
procedures, for review and as a basis for improvement
3.1.1.3 provide VETAC with a formal assurance that the organisation has sound financial
management standards for matters related to the organisation’s scope of
registration and scale of operations when requested.
3.1.2 The organisation’s accounts must be certified, at least annually, by a recognised
professional accountant, such as a qualified accountant with membership of Certified
Practicing Accountants, recognised international Professional Accounting Body or
otherwise licensed as an Auditor with the UAE Securities and Investment Commission and,
on request, the report must be made available to VETAC.
3.1.3 The organisation must provide VETAC with a certified financial statement at least annually
(or as otherwise may be requested by VETAC from time to time related to an Audit
enquiry), by a professional accountant competent to do so and signed as to whether the
organisation (RTP) remains financially sound at the date and time of the statement for a
minimum of a further two years, and that any learners’/clients’ prepayments are secured for
same period.
3.1.4 The organisation, if requested by VETAC, must obtain, and make available to VETAC, a full
audit report from a qualified independent recognised professional accountant.
3.1.5 The organisation must document and implement systems to protect learners’/clients’ fees
paid in advance.
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3.1.6 The organisation must have a fair and reasonable refund policy.
3.1.7 The organisation must secure funds or a bond to cover the costs of compensating and/or
transferring learners to other RTPs should registration be cancelled or the RTP, for whatever
reason, ceases to operate.

3.2 Effective administrative and records management procedures
3.2.1 The organisation must document and implement procedures to assure the integrity,
accuracy and currency of records that include, but are not limited to:
3.2.1.1 secure storage, including backup of electronic records
3.2.1.2 retention, archiving and retrieval of sufficient information on learner results to
enable the re-issue of a Principal Qualification and/or Composite/Component
Award, if required, for a period of 30 years, and transfer of these records consistent
with VETAC requirements in the event of closure of the organisation or cessation as
a RTP
3.2.1.3 retention, archiving, retrieval and transfer of all other records consistent with any
contractual and/or legal requirements and/or the requirements of VETAC
3.2.1.4 compliance with external data and management information systems reporting
requirements by VETAC such as the Qualifications Register and Information System
(QRIS)
3.2.1.5 safeguarding any confidential information obtained by the organisation and
committees, individuals or organisations acting on its behalf
3.2.1.6 ensuring that, except as required under the standards for organisations,
information about a learner is not disclosed to a third party without the written
consent of the learner
3.2.1.7 access by learners to their personal records.
3.2.2 The organisation must maintain up-to-date records of:
3.2.2.1 training and/or assessment events and results of each learner, verified by the RTP’s
Internal Verifier
3.2.2.2 enrolments and participation
3.2.2.3 fees paid and refunds given.
3.2.3 The organisation must maintain an up-to-date Register of:
3.2.3.1 the Appointed Nominee(s)
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3.2.3.2 the Authorised Person(s); typically a senior Internal Verifier, including any approved
back-ups
3.2.3.3 all staff and persons working on behalf of the organisation as teachers, instructors,
trainers, internal verifiers, assessors, career advisors, workplace officers, pastoralcare officers, and/or any other persons involved or associated with direct learner
interaction
3.2.3.4 qualifications,

certifications,

vocational

and/or

occupational

competencies,

equivalences and experiences held by all staff and persons working on behalf of the
organisation
3.2.3.5 passport, visa and residency status, arrangements and currency, as well as copies
3.2.3.6 other relevant information that identifies the staff member’s bona fide expertise
and competence.
3.2.4 The organisation must develop and implement version control procedures for managing all
materials such as workbooks, test or assessment instruments and other related resources as
well as promotional publications that relate to its scope of registration and which are
signed-off by the Authorised Person (Internal Verifier) hardcopy and electronic forms, so
that:
3.2.4.1 materials, related resources and publications are reviewed for currency by
authorised and competent staff prior to issue or re-issue
3.2.4.2 a list of materials, related resources and publications with the respective issue
and/or amendment status identified is maintained
3.2.4.3 version control is clearly visible on amended/updated materials, related resources
and publications
3.2.4.4 all persons required to perform any function under the organisation's scope of
registration have ready access to all necessary current materials, related resources
and publications.

3.3 Compliance with UAE laws, legislation and regulatory requirements
The RTP is to comply with requirements, including cultural mores that are relevant to its
operations and integrate these into its policies and procedures.
3.3.1 The RTP must ensure it has all the insurance cover necessary to carry out its business in
accordance with the UAE law, legislation, regulation, standards and/or codes of practice,
including but not limited to insurance for workers’ compensation, employee benefits and
emoluments, public liability, professional indemnity, building and contents.
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3.3.2 The RTP must identify and comply with relevant UAE laws, legislation, regulation and UAE
cultural requirements including, but not limited to:
3.3.2.1 occupational health safety and environment
3.3.2.2 labour laws and regulations
3.3.2.3 residency and visa laws and regulations in relation to contracts of or for service
3.3.2.4 workplace harassment, victimisation and bullying
3.3.2.5 cultural and social mores
3.3.2.6 access, equal opportunity, racial vilification, disability discrimination, or any other
anti-discriminative activities/actions
3.3.2.7 relevant authoritative standards, codes of practice, or conventions
3.3.2.8 privacy.
3.3.3 Policies and procedures meet the requirements of UAE and any applicable Emirate specific
laws, legislation and regulatory requirements that are relevant to the RTP’s operations,
including industry and/or education and training legislation, regulation, standards and/or
codes of practice specific to its scope of registration and that:
3.3.3.1 all staff are provided with up to date information and advice, where appropriate,
about those that significantly affect their duties, and
3.3.3.2 clients and learners are provided with up to date information and advice, where
appropriate, about those that significantly affect their participation in VET.

3.4 Access, equity and support services
An RTP must have in place access and equity principles and provide timely and appropriate
information, advice and support services which assist learners to identify and achieve their desired
outcomes.
3.4.1 The RTP’s policies and procedures must incorporate access and equity principles.
3.4.2 The RTP must set out its access and equity policies in a code of practice or similar
instrument/document.
3.4.3 The RTP must ensure that copies of any instruments/documents developed as referred to
above are provided and adhered to by all staff.
3.4.4 The RTP must provide clear information to each client/learner, prior to enrolment, about:
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3.4.4.1 learner selection, enrolment and induction/orientation procedures
3.4.4.2 the qualification/award and program requirements and completion schedule
3.4.4.3 program information, including content and vocationally related or occupationally
orientated outcomes and career pathways and prospects
3.4.4.4 fees and charges, including refund policy and exemptions (where applicable),
3.4.4.5 recognition of prior learning (RPL) policy and arrangements for access
3.4.4.6 provision for pastoral care arrangements that may apply, during the course of
completing the program
3.4.4.7 provisions for language, literacy and numeracy assistance
3.4.4.8 learner support, including any external support the RTP has arranged for learners
3.4.4.9 flexible assessment and learning procedures
3.4.4.10 welfare and guidance services
3.4.4.11 appeals and complaints procedures
3.4.4.12 disciplinary procedures
3.4.4.13 staff responsibilities for access and equity as provided for in the RTP’s code of
practice or similar document.

3.5 Systems for training and assessment services
The RTP must have systems in place to plan for and provide quality training and/or assessment
services across all of its operations
3.5.1 The organisation must keep written policies and procedures for ensuring quality training
and/or assessment services are consistent with its scope of registration and scale of
operations.
3.5.2 The chief executive or Authorised Person must ensure that the policies and procedures are
circulated, understood and implemented consistently throughout the organisation.
3.5.3 The organisation must designate a person who is a VETAC qualified Internal Verifier who
will be appointed the ‘Authorised Person’ (in cases where very large RTP operations exist
more than one person maybe authorised; subject to negotiations between the RTP and
VETAC), with direct access to the RTP’s chief executive or Appointed Nominee, who has
defined responsibility and authority to:
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3.5.3.1 liaise, communicate and resolve matters with VETAC
3.5.3.2 ensure that the organisation complies with the Registration Standards across all of
its operations and in all of its training and/or assessment activities, including those
undertaken by other persons or bodies on its behalf
3.5.3.3 ensure that the organisation provides for examination of documentation and
reasonable access to all areas, records (including internal audit reports) and staff as
required by VETAC for the purposes of an audit(s)
3.5.3.4 report regularly to the chief executive on the organisation’s on-going compliance
or otherwise with the Registration Standards, for review and as a basis for
improvement
3.5.3.5 address and resolve matters of concern and assure timely implementation of
continuous improvement recommendations and measures,
3.5.3.6 apply to VETAC for any extension to scope of registration (refer details on
extension to scope of registration)
3.5.3.7 provide written details, upon the request of VETAC, of all operations within its
scope of registration, including operations in other Emirates and outside the UAE
3.5.3.8 provide VETAC with accurate and timely written information regarding registration
and compliance including major changes to the organisation’s system or staffing
profile, relocation of the organisation, financial difficulties and transfer of client
records
Refer details on variations to registration.
3.5.4 The organisation must designate, in writing, a person(s) as back-up for the ‘Authorised
Person’, numbers are dependent on the size and structure of the organisation and who will
act as the ‘Authorised Person’ in their absence. In such instances when the back-up is
acting in the ‘Authorised Person’ position for less than six-weeks and is on the Register the
‘Acting Authorised Person’ is not permitted to sign-off or authorise any outcomes with the
written consent of VETAC; recognising emergency instances may arise from time to time
that would warrant review and permission where demonstrated.
However, in instances where the ‘Acting Authorised Person’ is to hold the position for
longer than six-weeks written advice should forwarded to VETAC no later than one-week
prior to the expiry of the six-weeks, and VETAC will note the update for future
communication and liaison with the RTP. As well a memo/email must be forwarded to all
staff regarding the arrangement signed by the chief executive of ‘Appointed Nominee’ and
displayed for the duration on a public and staff notice board.
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3.5.5 The organisation must have an organisational chart and duty statements (job descriptions)
for each member of staff, or where accepted by VETAC terms of reference that show the
lines of authority in the organisation, the functions and allocation of responsibilities.
3.5.6 The organisation chart and job descriptions must set out the role each staff member of the
RTP has in implementing and maintaining the organisation’s training and/or assessment
activities and services.
3.5.7 The organisation must conduct an internal audit across all of its operations relating to its
compliance with the Registration Standards and related policies and procedures at least
annually, and produce a report, for VETAC to review on request and/or audit.
3.5.8 The organisation must have a written plan for its business as an organisation that is
consistent with its scope of registration and scale of operations.
3.5.9 The organisation’s chief executive or ‘Authorised Person’ must review the organisation’s
compliance with these standards at least annually, and formally record conformance, for
VETAC to review on request and/or audit.
3.5.10 The organisation must:
3.5.10.1 document and implement procedures to identify and manage risks concerned with
compliance with the QASR, and
3.5.10.2 take corrective and preventative action in relation to failure to comply with the
QASR and the organisation’s quality system, policies or procedures.
3.5.11 The organisation must document and implement policies and procedures for dealing in a
constructive and timely manner with client complaints and appeals against decisions made
of the organisation. The policies and procedures must ensure that:
3.5.11.1 each complaint and appeal and its outcome is recorded in writing
3.5.11.2 each appeal is heard by an independent person or panel
3.5.11.3 each appellant has an opportunity to formally present his or her case and is given a
written statement of the appeal outcomes, including reasons for the decision
3.5.11.4 the organisation should act upon the subject of any complaint found to be
substantiated.
3.5.12 The organisation must have, and comply with, a written agreement with each organisation
that provides training and/or assessment on behalf of the organisation. The agreement
must specify how each party to the agreement will discharge its responsibilities for
compliance with all aspects of the QASR, including that maintaining a register in
accordance with the QASR standards of all agreements made that encompasses, but is not
limited to:
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3.5.12.1 the ‘Authorised Person(s)’ including back-up(s) and ‘Appointed Nominee’ from
each organisation
3.5.12.2 the duration of the agreement
3.5.12.3 the qualifications/awards or units standards to be delivered by the partner
organisation.
3.5.13 The organisation must collect and analyse regularly stakeholder, client and learner
feedback and satisfaction data on the services it provides as the basis for improvement and
using the information gathered through feedback and satisfaction data to make necessary
improvements thereto including its policies and procedures.
3.5.14 The organisation must develop and implement written procedures relating to:
3.5.14.1 acting on opportunities for improvement identified by any means
3.5.14.2 continually review its policies and procedures
3.5.14.3 implementing continuous improvement measures to its systems.

3.6 Mutual recognition
The RTP must recognise Principal Qualification or Composite/Component Awards issued by other
RTPs.
3.6.1 The organisation’s policies and procedures must include a requirement that the RTP shall
recognise without objection (except where cases of fraud can be demonstrated and
evidenced, and brought to the attention of VETAC to investigate) VETAC endorsed
qualifications and awards and issued by any other VETAC licensed RTP, and which have
been aligned to the Qualifications Framework of the Emirates (QFEmirates).
3.6.2 The RTP must include its formal obligation to:
3.6.2.1 mutually recognise the VETAC endorsed qualifications and awards and additionally,
‘records of achievement’ as determined by VETAC, issued by another VETAC
licensed RTP for all purposes of recognition and promote the information to clients
and learners
3.6.2.2 not re-test or re-assess learners unless there is overwhelming and demonstrable
evidence that the qualification or award was issued fraudulently, and which the RTP
is obligated to formally advise VETAC of the matter
3.6.2.3 provide written information to staff of the obligation to mutually recognise the
VETAC endorsed qualifications and awards issued by another VETAC licensed RTP.
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3.7 Competent RTP staff
Each member of the RTP’s staff who is involved in assessment, learning or client services is
competent for the functions they perform.
3.7.1 The RTP must develop and implement written procedures for the recruitment, induction
and ongoing development of each member of its staff who is involved in assessment,
learning or client service; encourage and provide relevant opportunities for their
professional development; and monitor their performance.
3.7.2 The RTP’s induction program and materials for new staff must contain information, where
relevant to their job role, on each of the following:
3.7.2.1 the role of the NQA and VETAC in the VET sector
3.7.2.2 VETAC endorsed national qualifications and national occupational skill standards
(Q+NOSS) and their purpose and use
3.7.2.3 the importance of quality assurance and maintaining compliance against the QASR
3.7.2.4 the importance of maintaining current in the RTP’s policies and procedures in
communicating advice to clients, learners regulators, stakeholders and the public
3.7.2.5 the importance of accuracy and compliance with data and information systems
administration and management, and requirements for providing or not-providing
relevant information to clients, learners, regulators, stakeholders and others,
3.7.2.6 general VET requirements and policies
3.7.2.7 competency-based assessment and learning principles and practices
3.7.2.8 staff responsibilities for access, equity and cultural tolerance and respect
3.7.2.9 where required, opportunity to become VETAC qualified vocationally related or
occupational orientated assessors or internal verifier.
3.7.3 The RTP must ensure with respect to vocational related assessments, that they are
conducted by a person who:
3.7.3.1 is vocationally competent with respect to the assessment of knowledge and skills
components of a qualification
3.7.3.2 holds a VETAC-endorsed Assessor Award or a recognised equivalent/foreign award
3.7.3.3 has good knowledge of the UAE VET sector.
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3.7.4 The RTP must ensure with respect to occupationally orientated assessments, that they are
conducted by a person who:
3.7.4.1 is occupationally competent in the specialist field if there is a work-based
component of a qualification
3.7.4.2 holds a VETAC-endorsed Assessor Award or a recognised equivalent/foreign award
3.7.4.3 has good knowledge of the UAE VET sector.
3.7.5 The RTP must ensure with respect to the verification assessments, that they are conducted
by a person who:
3.7.5.1 is both vocationally and occupationally competent
3.7.5.2 holds a VETAC-endorsed

Internal Verifier Award or a recognised equivalent/

foreign award
3.7.5.3 has very good knowledge of the UAE sector.
3.7.6 The RTP must ensure that vocational education, training and learning activities are
delivered by a person who:
3.7.6.1 holds a UAE recognised qualification of vocational teacher, instructor, trainer or is
able to demonstrate equivalent qualifications competence, or
3.7.6.2 in relation to an instructor or trainer, that they perform under the supervision* of a
person who holds a UAE recognised qualification of vocational teacher, and
3.7.6.3 is able to demonstrate vocationally related and/or occupational orientated
competencies, at least one level (NQF) above that being delivered
3.7.5.4 has acquired, at the minimum, a VETAC-endorsed Assessor Award or a recognised
equivalent/foreign award.
For further information about Assessors and Internal Verifiers, refer to the guidelines for the VETAC
System of Qualified Assessors, Internal Verifiers and External Verifiers.
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3.8 Assessments
Assessments, including RPL/experience, must meet the requirements of qualifications/awards and
outcomes specified in learning pathway programs within the scope of its registration.
3.8.1 The RTP must ensure that training and/or assessments:
3.8.1.1 comply with the assessment guidelines applicable to the respective qualifications/
awards or the assessment requirements specified in registered Foreign Awards, and
as declared by VETAC
3.8.1.2 lead to the issuance of qualifications/awards and/or registered Foreign Awards or
advice of any gap training that must be completed for its issuance
3.8.1.3 are valid, reliable, fair and flexible
3.8.1.4 provide for learners to be informed of the context and purpose of the training
and/or assessment and related assessment processes
3.8.1.5 where relevant, focus on the application of knowledge and skill to the standard of
performance required in the workplace and cover all aspects of workplace
performance,

including

task

skills,

task

management

skills,

contingency

management skills and job role environment skills
3.8.1.6 involve the evaluation of sufficient evidence to enable judgments to be made
about whether the requisite knowledge and skills have been attained; and in
workplace application has been demonstrated and been deemed competent,
where applicable
3.8.1.7 provide for feedback to the applicant about the outcomes of the training and/or
assessment process and guidance on future options in relation to those outcomes
3.8.1.8 are equitable for all learners, taking account of the learner’s individual needs
relevant to the training and/or assessment activities
3.8.1.9 provide for reassessment on appeal.
3.8.2 The RTP must ensure a recognised prior learning (RPL) is offered to all applicants on
enrolment, with a process that:
3.8.2.1 is structured to minimise the time and cost to applicants
3.8.2.2 provides adequate information, support and opportunities for participants to
engage in the RPL process.
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3.9 Learning and assessment strategies
The RTP identifies, negotiates, plans and implements appropriate learning and assessment
strategies to meet the needs of each of its clients
3.9.1 For each qualification/award within the RTP’s scope of registration, the RTP must develop
and implement training and/or assessment strategies that at minimum must include:
3.9.1.1 identifying and documenting proposed target groups, the relevant recognised
learning pathway(s) it intends to deploy, training and/or assessment methods,
assessment and validation processes
3.9.1.2 detailing its consultations and outcomes arrived at with enterprises/industry and
relevant Emirate education and training authorities/agencies, to confirm the market
demand, for the qualification/award it seeks to deliver.
3.9.2 For each registered Foreign Award within the RTP’s scope of registration, the RTP must
demonstrate the training and/or assessment strategies that will be used and implemented
and must:
3.9.2.1 identify and document proposed target groups, the recognised learning pathway
for registered Foreign Awards, training and/or assessment methods, assessment
and validation processes
3.9.2.2 detail its consultations and outcomes arrived at with enterprises/industry and
relevant Emirate education and training authorities/agencies, to confirm the market
demand, for the registered Foreign Award it seeks to deliver.
3.9.3 The RTP must standardise and validate its assessment strategies by:
3.9.3.1 reviewing, comparing and evaluating the assessment processes, tools and evidence
contributing to judgments made by a range of assessors against the same unit
standards for a given qualification/award and/or registered Foreign Award by
either internal processes for standardisation with stakeholder involvement or
external validations with other providers and/or stakeholders, at least annually
3.9.3.2 documenting any action taken to improve the quality and consistency of
assessment, within and across its respective facilities/sites if offered in more than
one place.
3.9.4 The RTP must ensure that in developing, adapting or delivering training and/or assessment
products and services:
3.9.4.1 methods used to identify learning needs are documented
3.9.4.2 the requirements of the qualifications/awards and/or registered Foreign Awards are
met
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3.9.4.3 steps

are

taken

to

manage

the

transition

to

reviewed

(updated)

qualifications/awards and/or registered Foreign Awards within 12 months of their
publication
3.9.4.4 core and elective unit standards, including any stream core as appropriate, are
identified
3.9.4.5 customisation/contextualisation meets the requirements specified in the relevant
qualifications/awards and/or registered Foreign Awards, meet the guidelines for
customisation of programs consistent with the Q+NOSS Developers Guidelines
and/or registered Foreign Awards
3.9.4.6 the language, literacy and numeracy skills required are consistent with the
demands of the learning environment specified in the relevant units standards and
related program(s) and that the relevant knowledge and skills and/or workplace
application are developed in learners
3.9.4.7 delivery modes and assessment and learning materials are identified and
developed, and are current to meet the needs of a diverse range of clients
3.9.4.8 where training and/or assessment is conducted in the workplace, the RTP
negotiates the training and/or assessment strategy with the employer and learners;
works with the employer to integrate any on-the-job learning, provision of
mentoring support and assessment; and schedules workplace visits to monitor,
review and evaluate the learning and assessment achievements as well as
corresponding learner’s development.
3.9.5 The RTP must have in place or access to requisite staff, facilities, equipment, training and/or
assessment materials and administrative support systems and services required to provide
quality training and/or assessment services, within its scope of registration and scale of
operations, to accommodate learner numbers, learner needs, delivery methods and
assessment requirements (including off-campus and on-line).

3.10 Issuing qualifications and awards
The RTP issues qualifications or awards in accordance with the QFEmirates and within the scope of
its registration.
3.10.1 The RTP must only issue principal qualifications or composite/component awards that are
within its scope of registration and that confirm (certify) achievement of respective
endorsed qualifications/awards and/or registered Foreign Awards.
3.10.2 The RTP must issue, record and report the outcomes of the principal qualification or
composite/component awards and/or registered Foreign Awards in accordance with:
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3.10.2.1 The National Qualifications Framework (QFEmirates Handbook)
3.10.2.2 VETAC data issuance and reporting requirements that include but are not limited
to:
 national codes, titles, learner details
 the units standards from the qualifications/awards and/or registered Foreign
Awards that the client/learner has attained and associated information, so
required
 the RTP national provider number.
3.10.3 The RTP must note the language of delivery and the recognised learning pathway on the
qualifications/awards issued if the delivery of training and/or assessment has been entirely
in a language other than English.

3.11 QFEmirates and VETAC logos
The RTP complies with the requirements for the use of the QFEmirates and VETAC logos.
3.11.1 The RTP must use the National Qualifications Framework (QFEmirates) “Nationally
Recognised Qualification” (NRQ) logo on Principal Qualification or Composite/Component
Awards issued within its scope of registration and in accordance with the NRQ logo
specifications.
3.11.2 The RTP may use the NRQ logo in advertisements only where it complies with VETAC
requirements.
3.11.3 The RTP may use the following statements in advertisements only in respect of training
and/or assessment within its scope of registration:
3.11.3.1 ‘Nationally Recognised Qualification,’ and/or
3.11.3.2 ‘Registered by VETAC to issue the following qualifications/awards...’.
3.11.4 The RTP must use the logo of VETAC only in accordance with VETAC’s conditions of use.

3.12 Marketing and advertising
The RTP’s marketing and advertising of training and/or assessment products and services must be
ethical.
3.12.1 The RTP’s marketing material must be accurate and approved by the duly Authorised
Person.
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3.12.2 The RTP must obtain prior written permission from any person or organisation for use of
any marketing or advertising material which refers to that person or organisation, and must
abide by any conditions of that permission.
3.12.3 The RTP must accurately represent to prospective clients learning products and services
that lead to principal qualification or composite/component awards and/or registered
Foreign Awards, and ensure that advertised outcomes are consistent with these awards.
3.12.4 The RTP must advertise qualifications/awards only if they are included in the RTP’s scope of
registration and must not state or imply that products and services are within that scope of
registration if they are not.
3.12.5 The RTP’s marketing and advertising material must identify training and/or assessment
services leading to the NQF principal qualification or composite/component awards and/or
registered Foreign Awards, separately from any other training and/or assessment services.
3.12.6 The NRQ logo must be employed only in accordance with its conditions of use.

3.13 Copyright
The RTP observes copyright obligations and laws for all purposes of training and/or assessment
delivery and marketing. The following obligations apply in the deployment of recognised learning
pathways programs and scope of registration period.
3.13.1 An RTP can declare its program development and design may be copyrighted, however, in
becoming an RTP, the RTP accepts that VETAC endorsed qualifications/awards and/or
registered Foreign Awards listed on QRIS are public and cannot be copyrighted by the RTP
and is the basis for developing and designing its respective learning pathway program.
3.13.2 The RTP will:
3.13.2.1 monitor and evaluate any programs it delivers under agreement from a third party
program copyright owner, and liaise with that party should it undertakes any
changes or amendments
3.13.2.2 inform VETAC of any proposed significant changes to the program, where advised
of a third party of changes or amendments that have been made and, if required,
provide any relevant material to enable VETAC to confirm that the program
remains current and relevant and that it continues to comply with the QASR during
the period of program registration
3.13.2.3 advise the third party copyright owner of issues that may arise if changes or
amendments will affect the scope of its registration and seek an immediate
resolution, and where no resolution is possible liaise with VETAC to explore options
or requirements to ensure continued compliance with the QASR
3.13.2.4 not make any misleading statement regarding its program.
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3.14 Appeals and complaints
3.14.1 Appeals
An organisation aggrieved by a decision by the VETAC to reject its application for
registration may appeal to VETAC in the first instance, followed by VETAC or its respective
technical committee.
Should the grievance not be resolved, the organisation may seek to submit its case to the
Director General/General Manager of the National Qualifications Authority (NQA) for
consideration, or failing this, seek further options such as submitting the case to the NQA
Board and/or legal redress in accordance with the prevailing law. Notwithstanding, VETAC
and its stakeholder body the Council reserve all rights to ensure a RTP is compliant with
the QASR requirements.
3.14.2 Complaints
If the organisation wishes to make a complaint about VETAC’s application process they
should lodge their complaint directly with VETAC. VETAC has a complaints process in
place:
3.14.2.1 A complaint will be acknowledged within then (10) working days.
3.14.2.2 The complaint will be investigated by the relevant director of VETAC or other
nominated executive by the Council where a conflict of interest may be perceived
to arise, in accordance with VETAC’s published procedures.
3.14.2.3 Once VETAC has made a decision in relation to the complaint, it will, within ten
(10) working days, inform the complainant of the outcome and any actions to be
taken.
3.14.2.4 If the complainant is not satisfied with the outcome of the complaint
investigation, VETAC will indicate further avenues of complaint or appeal to
follow. These further avenues may include lodging the complaint with the NQA
Board.
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APPLICATION FOR INITIAL REGISTRATION AS A
TRAINING PROVIDER OPERATING IN THE UAE
(Part A of the Registration Process)
To apply for Initial Registration as a “training provider” operating in the UAE, complete the Initial
Registration Application Form (Part A of the Registration Process). Once initially registered with the
NQA and included in NQA’s Directory of Training Providers, apply for Full Registration to become a
“Registered Training Provider” to deliver nationally-recognised vocational qualifications/awards in the
UAE by completing the Full Registration Application Form (Part B of the Registration Process).
1.

TYPE OF APPLICANT

1.1 Legal entity applying for Initial Registration
Entity name
1.2 Type of legal entity
 Establishment

 Freezone entity

 Company

 Freezone company

 Branch

 Freezone branch local company

 Commercial entity

 Freezone branch foreign company

 Federal Government entity

 Gulf establishment or company

 Emirate Government entity

 Other. Please specify:

1.3 License information
Licensed by
License type
License dates

Issue date:

Expiry date:

Business license

No:

Emirate:

If more than one license, copy and paste additional rows as required.
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1.4 Type of organisation (you may tick more than one type)
 Federal Government entity

 Industry association

 Emirate Government entity

 Equipment/product/manufacturer/supplier

 Semi-Government entity

 Community based adult education provider

 Private education and training provider

 School

 Enterprise/company

 Emirate technical/vocational college

 Freezone

 Other. Please specify

 Professional Association

1.5 Location and contact details of legal entity applying for Initial Registration
Entity name

 Same as above

Street address
Postal Address
Telephone
Facsimile
Email
Website
1.6 Principal location of training business
Campus/delivery site name

 Same as above

Street address
Postal Address
Telephone
Facsimile
Email
Website
If more than one campus/delivery site, add more rows.
1.7 Key contacts (contact details will be publicly available on NQA’s QRIS database)
Chief Executive Officer/legally responsible person
Title
First name
Surname
Position
Telephone
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Facsimile
Email
Day to day contact person
Title
First name
Surname
Position
Telephone
Facsimile
Email
2.

DETAILS OF QUALIFICATIONS/PROGRAMS CURRENTLY BEING OFFERED IN THE UAE

2.1 Disciplines of qualifications/programs offered (you may tick more than one)

Tick 

A. Security, protective and public safety services
B. Governance, public administration and statutory services
C. Community services
D. Health services
E.

Social services

F.

Office and administration support - clerical services

G. Management professionals
H. Legal services
I.

Business and financial professional services

J.

Hospitality and tourism services

K. Leisure and sports services
L.

Retail and personal care services

M. Arts and culture including libraries
N. Entertainment and media services
O. Education services
P. Vocational training and workforce development services
Q. Construction, and building maintenance, servicing and repair
R. Architecture and town planning services
S.

Property, real estate and facility management services

T.

Engineering and technical services - inc. installation, maintenance, servicing and repair
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V. Science and mathematics
U. Mining and quarrying services
W. Manufacturing, production, process, and assembly
X. Logistics
Y. Transport and warehousing
Z. Farming, fishing and forestry services
Other. Please specify:
2.2 Titles of qualifications/programs offered
Title:
Title:
Title:
Title:
If more qualifications/programs offered, add more rows.
2.3 Delivery information
Mode of delivery

 Face-to-face

 Online

 Blended

 Other. Please specify:
Language of instruction

 English

 Arabic

Normal duration of
qualification/program

 Hours

Number:

 Days

Number:

 Years

Number:

 Other. Please specify:

If more than one qualification/program offered, add more rows.

3.

OVERSEAS DELIVERY

Does your organisation or associate organisations provide education and
training services in other countries?

 Yes

 No

If yes, provide relevant information detailing the delivery location(s), services and programs offered
including size of operation, learner numbers and status of the programs e.g. accredited and by whom?
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4.

EVIDENCE TO SUPPORT YOUR APPLICATION FOR INITIAL REGISTRATION (CHECKLIST)

NQA will use this information to establish your organisation’s readiness for Initial Registration and
compliance with the Quality Standards for the Registration (QASR) of Training Providers. Please provide
copies of information/evidence only. If originals are supplied and you wish them to be returned, please
include a stamped self-addressed envelope.
Applicants should use the following checklist to ensure complete and accurate documentation is
supplied, as incomplete applications will be rejected by the NQA and all fees are non-refundable.
Applicant

Office Use Only

4a.

Formal title/name of organisation





4b.

Type of legal entity





4c.

License information





4d.

Location and contact details





4e.

Details of qualifications/programs offered





4f.

Details and signature of CEO/legal representative





5.

FEE STRUCTURE

5.1 The following fees apply (all fees are non-refundable)
Fee Type

Fees

Notes

Application Fee

AEDXXX

Payable at the time of submitting an application for initial
registration.

Annual Renewal Fee

AEDXXX

Due 12 months after inclusion of details
in NQA Directory of Training Providers

Payable on receipt of
invoice

5.2 Invoice (this section of the form becomes an invoice on payment)
National Qualifications Authority Business number

XXXXX

1. Complete the invoice, attach your cheque to the
application form and record the cheque number
below.

If you would like to arrange an electronic
funds transfer please use the following bank
details

2. Retain a copy of the application form for your records.
3. Cheques should be made payable to the “National
Qualifications Authority”
4. Application forms with payment should be marked
“Confidential”
Document Title
VETAC System for Registration and Quality Assurance of Training Providers
and Qualifications

BSB

XXXXX

Acc Number

XXXXX

First Gulf Bank, Al Khubairah Branch, Abu
Dhabi
Please forward a copy of the EFT receipt
along with the application form, to ensure
payment has been confirmed.
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Cheque Number

or EFT
Reference

Business License No

Date EFT Paid

Legal name
Trading name(s)
Contact name

Title:

First name:

Surname:

Postal Address
Telephone
Facsimile
Email
5.3 Description

TOTAL

Application for Initial Registration as a Training Provider

AEDXXX
TOTAL AMOUNT PAYABLE

AEDXXX

Please send your completed application form and supporting
documentation by mail to:

Telephone

(02) 816 6666

Vocational Education Training and Awards Council (VETAC)

Facsimile

(02) 815 6677

C/- National Qualifications Authority (NQA)
PO Box 63003, Abu Dhabi, UAE

6.

Email

XXX@nqa.gov.ae

SIGNATURE OF CEO

To be completed by the Chief Executive or legal representative of entity applying for Initial Registration.
Chief Executive/Legal Representative signature
Print name
Date
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APPLICATION FOR FULL REGISTRATION AS A
REGISTERED TRAINING PROVIDER OPERATING IN THE UAE
(Part B of the Registration Process)
Once initially registered as a “training provider” operating in the UAE (involved successfully completing
the Initial Registration Application Form (Part A of the Registration Process), complete the Full
Registration Application Form (Part B of the Registration Process) to apply to become a “Registered
Training Provider” to deliver nationally-recognised vocational qualifications/awards in the UAE.
1.

APPLICANT DETAILS

Entity name
NQA training provider number
(sent by NQA after successful Initial Registration)

2.

FITNESS TO OPERATE

2.1 Has the applicant, senior officers, directors, substantial shareholders or associates
• Ever been refused licensure/registration or had licensure/registration
cancelled by this or any other Emirate body?

 Yes

 No

• Ever had licensure/registration suspended by this or any other Emirate body?

 Yes

 No

• Ever been the subject of an adverse finding by a government Board, Tribunal
or other agency (e.g. legal commission)?

 Yes

 No

• Ever been subject to disciplinary action by a licensing authority?

 Yes

 No

• Ever had any application for an occupational licence refused?

 Yes

 No

• Ever had an occupational licence cancelled, suspended or disqualified?

 Yes

 No

• Ever become bankrupt, applied to take the benefit of a law for the benefit of
bankrupt or insolvent debtors, compounded with your/their creditors or
assigned your/their remuneration for the benefit of creditors?

 Yes

 No

• Ever been disqualified from managing establishments/corporations?

 Yes

 No

If yes, name of the Emirate body:

If you answered “YES” to any of the above questions, please provide full details.
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2.2. Other Matters
Are there any other matters about which the National Qualifications Authority
should be aware, that may be relevant when assessing the Fit and Proper person
requirements of the Quality Assurance Standards for the Registration (QASR) of
Training Providers?

 Yes

 No

If you answered “YES” to any of the above questions, please provide full details.

3.

DETAILS OF SCOPE OF REGISTRATION

3.1 Learner Details
How many learners do you anticipate enrolling in the first/next year of business?

Number:

Does your organisation have in place, or anticipate having, partnership/
subcontracting arrangements for some or all of the training and assessment
delivery applied for?

 Yes

 No

Does your organisation deliver/intend to deliver services to learners under the age
of 18 years?

 Yes

 No

Does your organisation deliver/intend to deliver services offshore/overseas?

 Yes

 No

Does your organisation intend to take fees in advance? If yes, please provide details
of the fee protection mechanism you will use/are using and the refund policy.

 Yes

 No

3.2 Qualifications/awards your organisation seeks to be included in its scope of registration
Enter the correct codes, QFEmirates level and titles of the qualifications/awards or registered foreign
awards your organisation seeks to deliver/assess. Note: codes and titles are listed in NQA’s Qualifications
Register and Information System (QRIS).
Code

QFEmirates
level

Qualification/Award Title

If seeking to deliver more qualifications/awards, add more rows.
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4.

EVIDENCE TO SUPPORT YOUR APPLICATION FOR FULL REGISTRATION (CHECKLIST)

This information will be used to establish your organisation’s readiness for Full Registration. Evidence to
establish your organisation’s compliance with the QASR across its full scope of registration will be
reviewed. Please provide copies of relevant information only. If originals are supplied and you wish them
to be returned, please include a stamped self-addressed envelope.
In processing applications for registration, the NQA will firstly undertake an assessment of ‘Fit and Proper’
requirements and Financial Viability. Once these requirements have been met, the application will then
progress through the application process. Applicants should use the following checklist to ensure
complete and accurate documentation is supplied, as incomplete applications will be rejected by the
NQA and all fees are non-refundable.
Applicant

Office Use
Only













The learning pathway program, learning and assessment
strategies, the delivery plan and arrangements for verifying the
learning outcomes have been achieved by the learner for all
qualifications/awards applied for.





Assessment instruments for at least three unit standards in each
industry sector applied for. Unit standards should be selected
from qualifications/awards at the highest QFEmirates level and
from high risk units if available.





Evidence of copyright approval and/or clearance for learning
pathway programs (where applicable)





4a.

A Self-Assessment Report of the applicant’s compliance against
the QASR criteria.

4b.

Comprehensive business plan that includes the organisation’s:

4c.



structure (e.g. organisational chart, terms of reference);



intended objectives as an RTP; and



proposed outcomes across its operations.

A list of staff who will deliver and assess the delivery of the
qualification/awards and the learning pathways applied for.
Evidence that staff have appropriate training and assessment
competencies.
Evidence that staff have appropriate occupational competencies.

4d.

4e.

4f.
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4g.

For existing businesses only:
Most recent financial statements, specifically:


Profit and Loss Statement (Statement of Comprehensive
Income)



Balance Sheet (Statement of Financial Position)



Cash Flow Statement (Statement of Cash Flows – if available)



Directors’/Owners’ Declaration, signed and dated





Independent audit report that is signed, dated and certified by a
registered auditor in accordance with international/UAE Auditing
Standards; or
Compilation report that is signed, dated and certified by a
qualified accountant in accordance with international/UAE
Accounting Standards or

5.

CONFLICT OF INTEREST

Identify any conflict of interest within and/or external to the organisation which may impact on the
ethical operation of the business. Please note that if a conflict of interest is identified, the reason for this
conflict must be included.
Names of the parties involved in the possible
conflict of interest.

6.

Reason for conflict of interest

TOTAL VET ACTIVITY EXEMPTIONS

In line with QASR Part 3, an RTP must implement policies and procedures to collect fully compliant
learning enrolment and achievement data from their clients for submission from completion of the
enrolment cycle as determined by NQA.
RTPs who believe, because of extenuating circumstances, they will be unable to collect this information,
can apply to NQA for consideration of an exemption. Please indicate below if you wish to be considered
for exemption of collection of VET data activity and why.
 Qualification(s)/Award(s) exemption

 Unit standard(s) exemption

Reason(s) for exemption:
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7.

FEE STRUCTURE

7.1 The following fees apply (all fees are non-refundable)
Fee Type

Fees

Application Lodgement
Fee

AEDXXX

Notes
Payable at the time of submitting an application for initial and
renewal of registration.
Fee for up to XX qualifications/awards,
XX unit standards and XX delivery sites

Assessment Fee

AEDXXX

XX for each additional
qualification/award

Payable on receipt
of invoice

XX for each additional unit standard
XX for each additional delivery site
Annual RTP
Registration Fee

AEDXXX

Due 12 months after full registration

Payable on receipt
of invoice

7.2 Invoice (this section of the form becomes an invoice on payment)
National Qualifications Authority Business number

XXXXX

1. Complete the invoice, attach your cheque to the
application form and record the cheque number
below.

If you would like to arrange an electronic funds
transfer please use the following bank details
BSB

XXXXX

2. Retain a copy of the application form for your
records.

Acc Number

XXXXX

3. Cheques should be made payable to the
“National Qualifications Authority”

Please forward a copy of the EFT receipt along
with the application form, to ensure payment
has been confirmed.

First Gulf Bank, Al Khubairah Branch, Abu Dhabi

4. Application forms with payment should be marked
“Confidential”
Cheque Number

or EFT Reference

Business License No

Date EFT Paid

Legal name
Trading name(s)
Contact name

Title:

First name:

Surname:

Postal Address
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Telephone
Facsimile
Email
7.3 Description

TOTAL

Application for Registration as a Registered Training Provider

AEDXXX

TOTAL AMOUNT PAYABLE

AEDXXX

Please send your completed application form and supporting
documentation by mail to:

Telephone

(02) 816 6666

Vocational Education Training and Awards Council (VETAC)

Facsimile

(02) 815 6677

C/- National Qualifications Authority (NQA)
PO Box 63003, Abu Dhabi, UAE

8.

Email

XXX@nqa.gov.ae

DECLARATION BY CEO

This declaration must be completed by the Chief Executive or legal representative of the organisation
applying for registration. The declaration is made as a formal undertaking to the NQA.
I,

, Chief Executive Officer/Legal Representative

(Legal name to be registered)
certify to the NQA that our organisation will operate in accordance with the NQA’s approved Quality
Assurance Standards for Registration (QASR) of Training Providers as detailed below.
1. Governance
The applicant’s Chief Executive must identify how he/she will ensure compliance with the QASR criteria
and any national guidelines approved by the NQA. This applies to all of the operations within the
applicant’s intended scope of registration.
The applicant must be able to demonstrate to the NQA what its intended objectives as an RTP are, that it
has undertaken business planning, and demonstrates the continuing viability including financial viability,
of its proposed operations.
The applicant’s senior officers and directors or substantial shareholders who are in a position to influence
the management of the applicant must satisfy fit and proper person requirements unless these
requirements have already been met through other legislative provisions.
The applicant must also explicitly demonstrate how it will ensure the decision making of senior
management is informed by the experiences of its trainers and assessors/internal verifiers.
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2. Interactions with the NQA
The application for Full Registration must be accompanied by a Self-Assessment Report of the applicant’s
compliance with the QASR requirements for initial registration.
The applicant’s CEO must identify how it will ensure the applicant will co-operate with the NQA:
• in the conduct of audits and the monitoring of its operations
• by providing accurate and timely data relevant to measures of its performance
• by providing information about significant changes to its operations
• by providing information about significant changes to its ownership
• in the retention, archiving, retrieval and transfer of records consistent NQA’s requirements
• by providing a statement demonstrating its financial viability and/or financial projections and/or
financial statements and/or a business plan to the NQA.
3. Compliance with Legislation
The applicant must identify how it will comply with relevant Federal and respective Emirate legislation
and regulatory requirements that are relevant to its operations and its scope of registration. It will also
identify how it will ensure that its staff and clients are fully informed of these requirements that affect
their duties or participation in vocational education and training.
4. Insurance
The applicant must hold insurance cover necessary to carry out its business in accordance with UAE laws,
legislation, standards and codes of practice.
5. Financial Management
The applicant must be able to demonstrate to the NQA, on request, that it will be financially viable at all
times during the period of its registration.
The applicant must identify how it will provide the following fee information to each client:
• The total amount of all fees including qualification fees, administration fees, materials fees and any
other charges
• Payment terms, including the timing and amount of fees to be paid and any non-refundable
deposit/administration fee
• The nature of the guarantee given by the RTP to complete the training and/or assessment once the
learner has commenced study in their chosen qualification or award
• The fees and charges for additional services, including such items as issuance of a replacement
qualification/award testamur and the options available to learners who are deemed not yet
competent/fail on completion of training and assessment, and
• The applicant’s refund policy.
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Where the applicant intends collecting learner fees in advance it must ensure it complies with one of the
following acceptable options:
• Option 1 – the RTP will be administered by a Federal or Emirate agency, or
• Option 2 – the RTP will not accept payment of more than AED 2,000 from each individual learner prior
to the commencement of the program. Following program commencement, the RTP may require
payment of additional fees in advance from the learner but only such that at any given time, the total
amount required to be paid which is attributable to tuition or other services yet to be delivered to the
learner does not exceed AED 3,000, or
• Option 3 – the RTP will hold an unconditional financial guarantee from a bank operating in the UAE
for no less than the full amount of funds held by the RTP which are prepayments from learners (or
future learners) for tuition to be provided by the RTP to those learners, or
• Option 4 – the RTP will have alternative fee protection measures of equal rigour approved by NQA.
The applicant must provide financial projections for the first two years of operation and the outcome of a
review of those projections by a qualified Accountant to international/UAE Auditing and Assurance
Standards.
6. Certification and Issuing of Qualifications/Awards
The applicant must identify how it will issue to persons whom it has assessed as competent in accordance
with the requirements of the NQA’s approved qualifications/awards or registered foreign awards that:
• meets the National Qualification Framework of the Emirates (QFEmirates) requirements
• identifies the RTP by its national provider number from the Qualification Registration and Information
System (QRIS)
• includes the Nationally Recognised Qualification (NRQ) logo in accordance with the QFEmirates and
NQA conditions of use.
The applicant must retain client records of attainment of qualifications/awards for a period of 30 years.
The applicant must have a learner records management system that has the capacity to provide NQA
with compliant learning enrolment and achievement data, as specified by NQA.
The applicant must identify how it will provide returns of its client records of attainment of qualifications/
awards to NQA on a regular basis, as determined by NQA.
The applicant must meet the requirements for implementation of a national unique learner identifier, as
specified by NQA.
7. Recognition of Qualifications/Awards issued by other RTPs
The applicant must confirm that it will recognise the QFEmirates qualifications/awards issued by any other
RTP, and additionally, records of achievement as determined by NQA.
8. Accuracy and Integrity of Marketing
The applicant must demonstrate that its proposed marketing and advertising of QFEmirates
qualifications/awards to prospective clients are ethical, accurate and consistent with its scope of
registration. The NRQ logo must be employed only in accordance with its conditions of use.
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I understand that the National Qualifications Authority (NQA) may share information about this application
and our organisation with other Emirate registering and licensure bodies and with other relevant agencies
in accordance with the provisions of the NQA Decree Federal Decree No. 1 ‘Establish and Maintain the
National Qualifications Authority’ (23 August 2010) and the requirements of the QASR criteria.
I understand that should this application for registration be successful, the organisation must be able to
demonstrate compliance against the QASR criteria for continuing registration.
I understand that this application may be refused or cancelled if our organisation


fails to provide true and correct information of a material nature in this application; or



fails to fulfil the undertakings made in this declaration.

Chief Executive Officer/Legal Representative
Signature
Print name
Date
Witness
Signature
Print name
Date
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FOREIGN AWARDS EQUIVALENCY STANDARDS

National Qualifications Authority
Vocational Education and Training Awards Council
United Arab Emirates
June 2014
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1. INTRODUCTION
The National Qualifications Authority (NQA) and Vocational Education and Training Awards Council
(VETAC) requires providers to refer to these Standards when seeking to deliver qualifications/awards
that are not based on UAE’s National Occupational Skills Standards (NOSS) i.e. industry-determined
and authority-endorsed and industry sector-based National Occupational Skills Standards with
associated qualifications comprised of unit standards (Q+NOSS). NQA and VETAC expect that these
qualifications/awards are foreign awards or are already accredited at the Emirate level with Emiratebased regulatory authorities.
The following Standards ensure the base-line quality and operation of a process of continuous
improvement.
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2. APPROVAL TO DELIVER VET FOREIGN
QUALIFICATIONS/AWARDS
The NQA recognises only vocational education and training qualifications delivered through qualityassured providers (Registered Training Providers – RTPs). A provider currently offering training
qualifications, including foreign awards must:


hold or obtain a commercial license determined by the Department of Economic Development’s
categories for the provision of training as well as any applicable local regulatory or licensure
approvals prior to its submission to deliver foreign qualifications



apply to VETAC for Initial Registration in the NQA Directory of Education and Training Providers.
Notification of successful registration will result in the inclusion of a provider’s details in the
Directory as well as in NQA’s Qualifications Register and Information System (QRIS) that is
accessible to the public



apply to VETAC for Full Registration as an RTP to deliver VETAC-endorsed national vocational
qualifications and awards.

2.1 Submissions
Providers are required to complete the Equivalency Application Form. The application is required
to demonstrate evidence of compliance with criteria set out in these guidelines. As well as a
completed application form, a provider must also submit:


an organisation chart



a Policies and Procedures Manual that includes all of the provider’s policies and procedures,
including quality assurance policies and procedures

NQA will only accept applications and supporting documents in electronic form, and will only
consider complete applications. Providers are to email their completed application and
supporting documents to VETAC. Upon submission, a provider will pay VETAC a fee to evaluate its
application.

2.2 Evaluation of applications
Following an evaluation of the application, VETAC will make a recommendation to the NQA Board
as to whether it should approve or deny the application:


Approved: The NQA Board grants approval for up to three (3) years depending on the level of
the qualification/award (36 months maximum). If a provider fails to offer qualifications/awards
and enrol learners within two (2) years of obtaining approval, the NQA will revoke its approval.
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Denied: If the NQA Board denies the application, a full resubmission with the associated fee
charges may only take place after six (6) months from the date of denial. A provider must
withdraw any existing training program with no further enrolments.

2.3 NQA Website Register
The NQA makes known to the public, government agencies, and interested international parties
those providers that are recognised through registration with the federal authority of the NQA.
The NQA will maintain a Directory of Education and Training Providers as well as a public
database accessible through the NQA website (www.nqa.gov.ae). This database, known as the
Qualifications Register and Information System (QRIS), lists all providers and their accredited
programs for the period during which their registration and approval to deliver qualifications
remains current.

2.4 NQA logo
A RTP approved to deliver qualifications is permitted to use the NQA/VETAC approved RTP logo
and prescribed statement for recognised Vocational qualifications/awards:
A nationally-recognised qualification/award accredited by the National Qualifications Authority.

2.5 Notification of changes to a provider’s title, ownership or legal status
A RTP cannot transfer, sell or otherwise assign registration and approval to deliver qualifications
to another legal entity or organisation. It must notify the NQA of any substantive change to its
legal name, ownership, and business address/contact details throughout the period of approval.

2.6 Cessation of Training Activities
A RTP wishing to cease operation should inform the NQA in writing preferably three (3) months
prior to the date of closure and should ensure that all trainees have completed their program or
should make alternative arrangements for completion acceptable to the NQA.

2.7 Data reporting
On an annual basis, a RTP and/or VETAC-delegated body must provide the NQA with data on
enrolments, completions and non-completions by gender, nationality, age and location.
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3. STANDARDS OVERVIEW
Foreign Awards are registered on the NQA’s database (QRIS) after formal alignment of the Award
against the Qualifications Framework of the Emirates and bi-lateral agreements are in place with
relevant award owners and the NQA, confirming the status of the award. These include but are not
limited to foreign governments’ qualifications agencies, Awarding Bodies, recognition agencies or
other qualifications approval recognition authorities.
In order to deliver learning and assessment services for a recognised Foreign Award an organisation
proceeds to be registered or the RTP selects the previously recognised Foreign Award from the QRIS
and applies to have the Award included as part of its Scope of Registration Application Form, Part B.
Although Foreign Awards may cover a range of qualification types consistent with the system in the
country of origin, their formal alignment with the Qualifications Framework of the Emirates
(QFEmirates) provides learners with a broader range of formally recognised and quality assured
qualification options in the UAE. Typically, these awards aim to:


improve opportunities for employment, career improvement and/or lifelong learning



meet demands in the market from employers for improved employee performance



provide appropriate awards for the learner



improve quality of outcomes

The period of approval to deliver Foreign Awards is initially three (3) years and, subject to Quality
Audit, a further three (3) years unless superseded by an updated Registered Foreign Award. During this
time period, the organisation providing training and/or assessment services against the Foreign
Awards is entitled to display the QFEmirates logo and level of alignment on all marketing collateral and
publications.
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4. STANDARDS CRITERIA FOR APPROVAL TO
DELIVER FOREIGN QUALIFICATIONS
4.1 Meeting the Standards
An RTP is expected to address and meet the Standards outlined below, with respect to the
qualification/award it intends to deliver, in its application:
The pathway encompasses the following:
4.1.1 The Foreign Award provider having been included in the NQA/VETAC approved and
publicly

declared

register

(QRIS)

of

training

providers

and

international

aligned/equivalent, mapped and registered qualifications/awards to the Qualifications
Framework of the Emirates,
4.1.2 The provider presents clear evidence of the alignment of qualification outcomes with the
generic descriptors for knowledge, skills and competencies as defined at the designated
level in QFEmirates. As a minimum, the evidence includes a matrix of qualification
outcomes against QFEmirates level descriptors for each strand in the Framework (see an
example in Appendix 1). There should also be a commentary on any particular challenges
that the program has addressed in order to reach full alignment.
4.1.3 The originating (home country) quality assurance body approved:


the summary learning and assessment strategies that will be deployed for the program



the summary delivery plan



the summary arrangements for verifying the learning outcomes have been achieved by
the learner for issuance of the relevant award.

4.1.4 Confirms recognition has been given to the program by licensing, regulatory, professional
or industry bodies, where applicable.
4.1.5 Evidence must be provided to establish the need for the Award in the UAE and be based on
actual and/or forecast demand within the UAE.
4.1.6 Delivery of the Foreign Award in the UAE must have the same standing internationally and
of the origin country, as within the UAE and not be based on different criteria for
examination and/or assessment or be subject to comprehensive QA checks.
4.1.7 Where Foreign Awards provide for customisation to meet specific local requirements, this
must be clear in the application and all marketing and certification documentation, and
formally supported by the origin country Awarding Body (or equivalent recognised body).
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4.1.8 Evidence must be provided to establish that the knowledge, skills and aspects of
competence as well as processes and procedures that the Award reflects are current (or
projected) for the industry sector(s) to which it is relevant.
4.1.9 Eligibility rules for entry to awards must be transparent and not conflict with policies in the
UAE for cultural and equity and access; nor must these breach UAE policies relating to age,
employment status or gender.
4.1.10 Identifies any exit points from the program which provide for recognised learning
achievements, where applicable, and represents achievement in the context of full
capability in a particular sphere or component of occupational activity.
4.1.11 Provides information on additional educational and/or career pathways and articulation (or
credit transfer), where applicable.
4.1.12 Provides for achievement of the same standing internationally as within the UAE and must
not be based on different criteria for examination and/or assessment or be subject to
comprehensive QA checks.
4.1.13 Where awards have been customised to meet specific local requirements, this must be clear
in the application and also in marketing and certification documentation issued to the
learner.

4.2 Published learning and assessment strategy
Achievement must be based on a published learning and assessment strategy that clearly
indicates the conditions under which learning and assessment is to be carried out, all rules
governing the marking and/or assessment of performance, the capabilities and qualifications of
learning and assessment personnel and methods of adjudication in the event of appeals.
4.2.1 Specifies the program assessment strategies:


are valid, reliable, flexible and fair



support the collection of evidence that is sufficient, valid, authentic and current



for any work placement and/or regulatory requirements, where relevant, are met



are consistent with the VETAC-delegated body’s (equivalent recognised body) Award
and program requirements



for workplace related simulated assessment.

4.2.2 Provides guidance on appropriate delivery modes, together with advice on limitations on
program delivery modes and any requirements for work placement or on-the-job
experiences.
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4.2.3 Provides evidence to establish that the qualification or award is based on actual and/or
forecast industrial requirements in the UAE.
4.2.4 Furnishes evidence that confirms the knowledge, skills, processes and procedures that the
qualification or award reflects are current (or projected) for the industry sector(s) to which it
is relevant.
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STANDARDS FOR THE QUALITY AUDIT OF
TRAINING PROVIDERS

National Qualifications Authority
Vocational Education and Training Awards Council
United Arab Emirates
June 2014
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INTRODUCTION
The National Qualifications Authority (NQA) and Vocational Education and Training Awards Council
(VETAC) require providers to refer to these standards when writing their Self-Assessment Report for
the Quality Audit required for renewal of “Registered Training Provider” (RTP) status. VETAC is
ultimately responsible for the maintenance of high quality for the nationally recognised qualifications
and the processes to provide evidence of good performance. The procedure for conducting the quality
audit is normally undertaken by a qualified External Verifier who will conduct the review based upon a
Self-Assessment Report.
The Standards set out in the Quality Audit of VET Providers ensure the base-line quality and operation
of a process of continuous improvement. The following pages describe each of the following six (6)
Standards in detail that providers should refer to when applying for Renewal of Registration through
the Quality Audit process.


Standard 1: Needs Analysis



Standard 2: Outcomes-based Qualifications



Standard 3: Program Structure and Content



Standard 4: Instructors and Professional Staff



Standard 5: Learners



Standard 6: Facilities and Resources
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RENEWAL OF RTP STATUS THROUGH THE QUALITY
AUDIT
The NQA only recognises vocational education and training qualifications delivered through qualityassured providers. A provider currently offering training qualifications, including Q+NOSS and foreign
awards must:


hold or obtain a commercial license determined by the Department of Economic Development’s
categories for the provision of training as well as any obtained any applicable local regulatory or
licensure approvals prior to its submission for initial Registration and at the time of renewal of
Registration



through a Self-Assessment Report, demonstrate full compliance with the Standards for Quality
Audit of VET Providers



provide an update on all information covered within the Registration Form (Part B)

Submissions
Providers are required to complete the Quality Audit - Renewal of Registration Application Form. The
application is required to demonstrate evidence of compliance with criteria set out in these Standards.
As well as a completed application form, a provider must also submit:


a current organisational chart



a Policies and Procedures Manual that includes all of the provider’s policies and procedures,
including quality assurance policies and procedures

NQA will only accept applications and supporting documents in electronic form, and will only consider
complete applications. Upon submission, a provider will pay VETAC a fee to evaluate its application.
Evaluation of applications
Following an evaluation of the application, VETAC will make a recommendation to the NQA Board as
to whether it should approve or deny the application:


Approved: The NQA Board grants Renewal of Registration for up to three (3) years depending on
the level of the qualifications/awards operated by the provider (36 months maximum).



Denied: If the NQA Board denies Renewal of Registration, a full resubmission with the associated
fee charges may only take place after six (6) months from the date of denial. A provider must
withdraw the training programs with no further enrolments.
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NQA Website Register
The NQA makes known to the public, government agencies, and interested international parties those
providers that are recognised through registration with the federal authority of the NQA. The NQA will
maintain a Directory of Education and Training Providers as well as a public database accessible
through the NQA website (www.nqa.gov.ae). This database, known as the Qualifications Register and
Information System (QRIS), lists all providers registered to deliver VETAC-endorsed national vocational
qualifications and awards as well as the programs they offer in their scope of registration for the
period during which their registration remains current.
NQA logo
A RTP approved to deliver programs is permitted to use the NQA/VETAC approved RTP logo and
prescribed statement for VETAC-endorsed national vocational qualifications/awards as well as VETACrecognised Foreign Awards.
Notification of changes to a provider’s title, ownership or legal status
A RTP cannot transfer, sell or otherwise assign registration to another legal entity or organisation. It
must notify the NQA of any substantive change to its legal name, ownership, and business
address/contact details throughout the period of registration.
Cessation of Training Activities
A RTP wishing to cease operation should inform the NQA in writing preferably three (3) months prior
to the date of closure and should ensure that all trainees have completed their program or should
make alternative arrangements for completion acceptable to the NQA.
Copyright
The RTP retains IP and copyright of the qualification/award during the registration period. Following
the endorsement of national qualifications based on NOSS, the RTP transfers IP and copyright to the
NQA.
Data reporting
On an annual basis, a RTP must provide the NQA with data on enrolments, completions and noncompletions by gender, nationality, age and location.
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STANDARD 1: NEEDS ANALYSIS OF A VET
QUALIFICATION/AWARD
The vocational qualifications/awards offered by the provider are in line with the objectives/mission of
the provider. The qualifications/awards are based on a sound ‘needs analysis’ demonstrating the
potential contribution to the knowledge, skills and competencies required in the future labour force of
the United Arab Emirates.
The application includes evidence that the provider has thoroughly evaluated the need and demand
for any new training program and continues to evaluate the demand for the qualification/award. The
needs analysis should include as a minimum the following:
1.1 Rationale
A clear rationale for how the qualification/award aligns with the objectives/mission of the provider
and/or regulator
1.2 Market survey
A broad market survey of employment opportunities in the Emirate, UAE and/or internationally, as
applicable
1.3 Skills requirements
Identification of skills required in the target job roles
1.4 Learners
Prospective learner profiles, potential numbers and likely source of learners
1.5 Learner interest
Survey of learner interest in the qualification/award
1.6 Stakeholder consultation
Results of consultation with employers and other sector representatives in the relevant
employment sectors
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STANDARD 2: OUTCOMES-BASED QUALIFICATIONS
All qualifications must be outcomes-based. Sound and appropriately expressed outcomes are essential
for the subsequent measures of qualification performance and for implementation of improvements.
Guidance on developing appropriate program and unit/course level outcomes is available in the
publication, NQA’s Guide to writing learning outcomes at program and course level that align with
QFEmirates.
2.1 Outcomes–based
The vocational qualifications and awards have clearly articulated outcomes that are evidently
linked to the outcomes of constituent units/courses/modules, and they are expressed in
measurable terms. All qualification goals and outcomes are accurately described in appropriate
publications readily accessible to learners.
2.2 Titles
Descriptions and titles of the qualifications and units convey content, and comply with the titling
defined for the level of vocational stream qualifications in the QFEmirates Handbook.
2.3 Levels & Outcomes
Refer to knowledge, skills, and aspects of competence in the Level Descriptors to indicate an
appropriate QFEmirates level of the qualification.
2.4 Alignment
The provider presents clear evidence of the alignment of qualification outcomes with the generic
descriptors for knowledge, skills and competence as defined at the designated level in
QFEmirates. As a minimum, the evidence includes a matrix of qualification outcomes against
QFEmirates level descriptors for each strand in the Framework (see an example appended to
these Standards). There should also be a commentary on any particular challenges that the
program must address in order to reach full alignment.
2.5 Quality Assurance
The provider describes the internal quality assurance process to ensure that outcomes are being
achieved and recorded.
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STANDARD 3: QUALIFICATION STRUCTURE AND
CONTENT
The detailed features of individual qualifications must be clearly and consistently documented in
suitable language to inform the learners and instructors. This should include sufficient detail to ensure
that programs, and the constituent units/courses, are delivered and assessed consistently and to the
required standard in order for learners to achieve the defined outcomes.
In the case of credit-based qualifications, credits are based on an expectation of the equivalent of a
notional 15 hours of instruction per unit credit, in classes, laboratories or workshops.
The NQA will accept an application from a provider that practices competency-based or criterionreferenced approaches that require learners to demonstrate that they have achieved a competency,
rather than simply complete a number of classroom and other hours, if the institutions provide a wellargued rationale for such approaches.
3.1 Units and Credits
The training provider must ensure that qualifications meet the following:
3.1.1

An appropriate sequence and mix of units or learning modules/courses (such as general,
specialist units, or technical electives)

3.1.2

Include units and associated learning outcomes that address the development and
assessment of CoreLife Skills (see NQA’s Glossary of Terms and Definitions and QFEmirates
Handbook).

3.1.3

Include a number of notional hours consistent with the QFEmirates Credit Matrix at the
relevant level, following best international practice in the discipline, and detail the required
teaching and learning outcomes and competency standards learners must demonstrate to
complete the unit or module. See Annexure E – Indicative Qualifications and Awards Credit
Matrix of QFEmirates Handbook (p. 123).

3.1.4

Details of the training plan (schedule) are clearly described and published in a form that is
readily accessible to the learners.

3.1.5

Where applicable, programs are aligned and identified with appropriate internationally
recognised skill standards.
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3.2 Workplace Experience
Internships or industrial placements may be included in the training qualification/award and are
often a valuable connection between theory and workplace application of skills. These assessed
workplace experiences must be described and documented as with any other unit within the
program, including attribution of unit learning outcomes, credit value, and appropriate
assessment methodologies.
3.3 Unit/Course Descriptors
Each unit/course descriptor must include the following information, along with anything else the
provider chooses to add:
3.3.1 Unit/course title and course code/number, credit hours (where appropriate), QFEmirates Level,
pre-requisites (if any), co-requisites (if any)
3.3.2 Brief unit description
3.3.3 Learning outcomes of the unit
3.3.4 Unit topics and contents
3.3.5 Location of program delivery
3.3.6 Normal duration of program
3.3.7 Instructional, learning and assessment methodologies, including any distance or e-learning
elements in the program
3.3.8 Any specialist training facilities required to deliver the unit.
3.3.9 Other relevant information
3.4 Instruction, Assessment and Monitoring
3.4.1

The provider must employ teaching and learning methodologies and supporting
technology, teaching and learning materials and tools that are appropriate to the subject
of the qualification/award.

3.4.2

The provider documents learning outcomes for each unit or module that are:
 consistent with current international best practice in the discipline and level of award,
particularly the industrial standards involved
 align with, and demonstrably meet, the teaching, learning and other outcomes of every
program in which the course appears
 derived from current internationally recognised industry skill standards or NOSS if
applicable.
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3.4.3

The provider uses a variety of appropriate assessment tools to ensure that learners meet
specified learning outcomes and, where applicable, industry validated skill standards.

3.4.4

The provider supplies each learner with a detailed description of the program and the
learning outcomes and competency standards that are needed.

3.4.5

The provider documents the likely pathway into the qualification/award and route onwards
into further training or education programs.

3.4.6

The provider includes methods for monitoring and authenticating a learner’s work.

3.4.7

The provider emphasises the technical and vocational education and training and other
skills needed for the labour market and/or the workplace.

3.4.8

The provider requires an individual skills portfolio for each learner.

3.4.9

The provider ensures equipment, facilities, and learning environment is comparable to
those used in the modern workplace.

3.5 Policies
Policies for admission, class size, individual performance records, grading, assessment (including
competency tests, examinations and any re-sits), satisfactory progress and for sanctions
(probation and dismissal), completion requirements, and program review are clear and, published
in relevant documents.
3.6 Program Performance Reviews
All programs, units and instruction are regularly reviewed/evaluated in a variety of ways according
to the provider’s program of quality assurance, with the results analysed to show that learners
meet specified outcomes; the organisation demonstrates that such evidence is or will be used for
program and unit improvement.
3.7 Industry Benchmarks
International technical and vocational education and training standards and industry skills
standards, where applicable, are reflected in qualification design and composition, in instruction,
and the assessment of learning outcomes.
3.8 Skill Standards Validation
The provider has an established process for validating technical and vocational education and
training skill standards offered in each qualification area. The process should establish a
procedure for validating skills standards, irrespective of where and how they are acquired.
Validation should be based on the technical and vocational education and training needed in the
workplace today and in the future.
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3.9 Industrial best practice
Facilities, equipment, and assessment systems used by the provider are consistent with industrial
standards and best practice and reflected in the provider’s own assessment and/or learning
strategies.
3.10 Recognition of Prior Learning (RPL)
The provider has policy and procedures for the recognition of prior learning and/or assessment of
current competence (NQA approval required for RPL policy and procedures).
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STANDARD 4: INSTRUCTORS AND PROFESSIONAL
STAFF
The provider demonstrates that it has appropriately qualified instructors (trainers) to deliver instruction
on all its units of study and related activities. All staff members hold appropriate credentials and/or
possess an appropriate amount of directly related commercial or industrial experience in lieu of formal
qualifications; their experience is up-to-date; and qualifications are suited to the field and the level of
the teaching and learning in which they are engaged.
4.1 Trainers/instructors
Requirements of instructors and other technical and vocational education and training staff
engaged with training programs are as follows:
4.1.1 Demonstrate technical and professional aptitude in the area(s) in which they teach.
4.1.2 Maintain technical skills by participating in industry training opportunities, technical and
vocational courses, and technical conferences and workshops.
4.1.3 Have in place a professional development or improvement plan that is reviewed
periodically and resourced appropriately by the provider.
4.1.4 Have a suitable number of trainers with current and validated First Aid training as
appropriate.
4.1.5 Supervise all program related workshop or laboratory work performed by learners.
4.1.6 Evaluate as competent in the language of instruction.
4.2 Trained Assessors
4.2.1 The provider is required to provide evidence of appropriately trained Assessors and Internal
Verifiers for all vocational qualifications and awards.
4.2.2 The provider must have evidence that it has qualified Assessors or agreed international
equivalent (where the former is not yet available) who will be deployed to assess learners in
the programs. Assessors are either vocationally competent with respect to the assessment of
knowledge and skills components of a qualification, and if there is a work-based component
of a qualification, they are occupationally competent in the specialist field.
4.2.3 The name and qualifications of the Assessor(s) and back-up(s) who will be used in the
qualification/award should be provided.
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4.3 Internal Verifiers
4.3.1 Evidence that the organisation has a UAE qualified Internal Verifier or agreed international
equivalent (where the former is not yet available) who will oversee, manage the
standardisation/moderation of assessor decisions, and approve/corroborate the final
assessment decision of the learner, pertaining to each qualification outcome, on behalf of
the provider.
4.3.2 The name and qualifications of the Internal Verifier(s) and back-up(s) who will be used for
the qualification/award should be provided.
4.4 Professional development
4.4.1

The provider has policies and procedures giving instructors development activities that
support teaching and technical updating; these activities are to be assessed to ensure they
are appropriate and effective.

4.4.2

The provider gives technical, design, and production support services and professional
development and training programs for teaching and other staff, in a variety of teaching
and learning strategies and technologies, in order to foster learner-centered learning.

4.4.3

The provider trains its instructors and support staff in using application software related to
their respective disciplines.

4.4.4

The provider provides an adequate budget allocation to support professional development
of its instructors and other staff.

4.4.5

The provider maintains records showing that each instructor in a technical field maintains
currency through periodic visits with employers.
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STANDARD 5: LEARNERS
The provider defines the profile of the learners who can enroll in training qualifications and must serve
their needs to achieve the training goals and outcomes.
5.1 Admissions
5.1.1 Admissions policies and the criteria for admission decisions are consistent with the goals
and outcomes of its programs. These policies are clearly defined, applied to all learners
equally, and are published appropriately.
5.1.2 Admissions requirements include qualitative and quantitative measures and other
preparation that is consistent with the demands of the qualification/award.
5.1.3 For qualifications taught in English, the provider adheres to the minimum standards of
English language proficiency as described in its admissions statement and as agreed with
the NQA according to Level and nature of the program.
5.1.4 The provider does not compromise its admissions standards or training progress policies to
achieve a desired enrolment.
5.2 Learner records
5.2.1 The provider has appropriate policies governing the collection, maintenance, storage,
disposal, safety, and security of all official and original learner records, and back-up,
preferably off-site.
5.2.2 The provider has appropriate policies for maintaining continuous records of learning
achievement to which the learner has access and into which the learner may place
additional information regarding other attainments. This record sometimes may be called a
‘skills passport’ or ‘skills portfolio’ and this will remain with the learner after completion of
all or part of their qualification.
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STANDARD 6: FACILITIES AND RESOURCES
To deliver the training programs the organisation is required to provide suitable facilities and space for
all forms of relevant instructional methodologies. Equipment should be of industry-standard to
provide the experience to learners that will equip them to enter the workplace with current skills and
competencies.
6.1 Training premises are adequate for instructional purposes and comply with the applicable laws
and regulations pertaining to occupational health and safety, and meet the requirements for
licenses issued by relevant authorities including insurance cover.
6.2 The learning environment is conducive to training and is easily accessible to learners, including
those with a disability.
6.3 Instructional spaces are adequately equipped with recent technologies and educational media to
support the learning process.
6.4 The physical and technology resources are systematically surveyed as part of the program for
quality assurance, using a variety of methods that include user surveys; the evidence is assessed,
and the results evaluated and incorporated into planning.
6.5 A reliable secure network enables all trainees and instructors to use information technology and
to access relevant information resources.
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Example: Qualification/Award Outcomes vs Level Descriptors Matrix
Certificate Qualification Outcomes (tick which apply)

Level Descriptors at Level 3 (Certificate 3)

PO1

PO2

Knowledge
a broad range of mainly factual and procedural knowledge of a field of work or
discipline, including some theoretical knowledge of a specific area, basic
processes, materials and terminology
knowledge of similar fields of work or disciplines and related codes,
conventions and procedures
knowledge of information classification, retrieval and data tools and problem
solving procedures from a range of sources
awareness of sources of current knowledge from relevant fields
literacy to comprehend and/or generate simple and cohesive short and explicit
texts from organised information
numeracy covering the use of straight forward mathematical procedures and
representations

Skills
a limited range of cognitive and practical skills required to carry out tasks and
apply routine solutions to predictable and occasionally unpredictable problems
using simple rules, techniques, instruments and tools
apply defined retrieval information and data tools associated with the field of
work or discipline
communication and information technology skills to present and/or explain
within procedural or predefined parameters
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Certificate Qualification Outcomes (tick which apply)

Level Descriptors at Level 3 (Certificate 3)

PO1

PO2

PO3

PO4

PO5

literacy skills to comprehend and/or generate from organised pieces of
information structurally simple and cohesive texts, which are typically short and
explicit
numeracy skills to identify, use, confirm and communicate straight forward
mathematical procedures and representations

Aspects of competence: Autonomy and responsibility
can take responsibility for completion of tasks in work or learning, including
leading small teams within a technical or group activity in familiar and
predictable contexts
can work or learn under indirect supervision with some autonomy, with access
to structured support required
can use self-understanding to take responsibility for behaviour in accordance
with socio-cultural norms

Aspects of competence: Role in Context
can function both self-sufficiently and in a facilitative role within small groups
under indirect supervision
can adapt own behaviour to group norms and contribute to group activities
can demonstrate awareness of the roles, responsibilities and requirements of
others in work or learning contexts

Aspects of competence: Self development
can learn within a managed and indirect supervised environment
can comply with advised ethical standards
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