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Section I: Introduction

The Government of Nepal and the World Bank group have come to an agreement to implement the second
Enhanced Vocational Education and Training Project (EVENT) II in Nepal. This is a successor project of
Enhanced Vocational Education and Training (EVENT). Similar to EVENT, EVENT II is also a learning
project. One of the learning components in the project is the development of a robust quality assurance
mechanism for institutions offering Diploma/PCL and Technical Institution Leaving Certificate (TSLC) level
programs. The development of a robust quality assurance mechanism will help the Council for Technical
and Vocational Training (CTEVT) and its provincial offices to ensure minimum quality standards at
these institutions. CTEVT is an apex body of TVET in Nepal responsible for regulating teaching and learning
activities in the sector.
CTEVT is responsible for affiliation and conducts quality assurance of its constituent institutions, technical
institutions and polytechnic institutions, community institutions offering technical vocational education and
affiliated private institutions offering technical and vocational education. A total of 1,1151 institutions offering
both short-term and long-term courses are being regulated by CTEVT. Out of these 1,115 institutions, 653
institutions offer TSLC or Diploma programs or both. Thus, for long term courses, CTEVT and its organizations
need to ensure quality through a quality assurance mechanism, these653 institutions. The share of private
institutions offering TSLC and Diploma courses is around 45 percent.
The need for quality assurance is to determine benchmarks and standards (UNESCO 2017). Quality assurance is
the process of creating confidence in stakeholders (student, parents and employers) (UNESCO 2017). It involves
monitoring and assessment in line with defined requirements. Although, there are no major differences for
quality assurance for TVET compared to general quality of assurance, it needs to address aspects such as
qualifications, courses and institutions. Quality assurance is implemented through enforcement of set standards,
fulfillment of quality indicators related to governance, management, access to and quality and relevance of
technical education. It is expected that financial resources received by institutions can be used to further enhance
quality of teaching and learning process at these institutions, for all. For example,indicators of performance can
address equitable access to quality technical education for females and students belonging to disadvantaged
communities. It is also necessary to bench mark regional and international standards to make informed choices
for employers outside the country.
The importance of quality assurance in TVET is many folds. In addition, to description provided above, some of
the advantages of quality assurance are listed below.
1. Meet qualified human resource of the country
The quality assurance mechanism can help the country meet its human resource needs. The graduates thus
produced in various sectors can help accelerate the development of Nepal. Furthermore, Nepal is connected to
the globalized world. Thus, she needs to produce quality graduates to compete in the global market. A good
Quality Assurance mechanism would help in this front as well. Finally, a lot of youth are migrating abroad for
jobs. Around 56 percent of households have at least one person in the family working abroad (CBS 2011). The
share of remittance in GDP is above 31.1 percent (CBS 2011; World Bank 2016). Given these contexts,
1
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graduates of institutes that have maintained minimum quality will have higher chance of getting good jobs that
pay well, thereby increasing the flow of remittances. As the quality assurance mechanism gets feedback from
employers, it will help match skills produced by the institutions to meet labor market needs.

2. Strive for excellence:
The system of quality assurance stimulates institutions to strive for excellence. There will be competition among
institutions to impart quality technical education promoting a culture of quality. They will learn from each other
in the process. It also encourages teachers and staffs to get involved with the quality assurance process. This
positive externality helps to create effective quality assurance system in TVET.
3. Informed choices for stakeholders:
If the quality standards of institutions are put into the public domain, parents and students can make informed
choices about institutions before enrolling into them. Similarly, employers and industries also can make
informed choices in recruiting students after graduation.
Selection of Institutions for grant support: The project implementation manual of EVENT II has set
transparent criteria in selecting both public and private institutions for the purpose of providing grants to
improve quality in those institutions. The project expects to select around 100 institutions over the project
period.
The rest of the manual is organized as follows. Section II describes the current quality assurance mechanism of
CTEVT. It first describes quality assurance conducted during affiliation stage and then describes monitoring
activities conducted by the technical division every year. Section III provides the conceptual frame work that
structures the quality assurance mechanism. Section IV presents description of criteria and indicators. The
criteria and indicators have been proposed based on the criteria and indicators currently used by CTEVT. New
criteria have been added to make the system of quality assurance robust. Section V presents the implementation
arrangement for quality assurance. It describes the roles of various organizations in conducting quality
assurance of institutions. Finally, section VI contains the self-assessment form that the institution will use to
write the self-assessment report.
Methodology:
The manual is prepared based on quality assurance mechanism practiced by several countries. In depth review
was conducted on quality assurance manual for TVET institutions in Lao PDR. The review was also conducted
of guidelines of National Assessment and Accreditation Council (NAAC), India, the Asia Pacific Quality
Network (APQN) and International Network for Quality Assurance Agencies in Higher Education (INQAAH).
The manual also draws from relevant review of quality assurance mechanism practiced by CTEVT as well as
University Grants Commission (UGC) in Nepal. These reviews have been instrumental in strengthening the
existing mechanism of CTEVT as well as to add new criterion for a robust quality assurance mechanism.
Scope of Quality Assurance in Nepal
It will be difficult to achieve perfect quality at once. Multiple steps need to be taken. In order not to overwhelm
the system as it moves towards better quality assurance, the focus of the proposed mechanism has been limited
to the institution level. The quality assurance mechanism builds upon the existing system to ensure organic
8
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development of the system. It will also ensure that the current approach of decentralized mechanism for quality
assurance can be maintained as well as for greater ownership among CTEVT and its institutions. The
benchmarking indicators chosen are realistic and strive to achieve a set of minimum quality standards.

Section II: Current Quality Assurance Mechanism of CTEVT
Quality assurance process of TVET institutions in Nepal is conducted by CTEVT, an apex body of TVET in
Nepal, responsible for regulatory provisions. CTEVT works in the areas of quality assurance through preparation
of competency-based curricula, examination and skills testing and monitoring and supervision. Here, we discuss
quality assurance of TSLC and Diploma providing institutions. The Affiliation and Accreditation division and
Technical division of the CTEVT are responsible for assuring quality of institutions providing TSLC and
Diploma level programs.
Quality Assurance of CTEVT constituent institutions and affiliatedinstitutions follow two stages. The first stage
of quality assurance is through establishment and enforcement of service standards and protocols during the
affiliation process. The second stage of quality assurance involves monitoring by the Technical division to
ensure institutions have maintained minimum quality. Technical division conducts quality assurance every year
(the detail process is described below).
Quality Assurance during Affiliation process
The affiliation process of institutions is guided by infrastructure guidelines and minimum requirement guidelines
of CTEVT. The infrastructure guidelines encompass a broader concept of both physical as well as human
resource needs. The infrastructure guidelines ensure that institutions have minimum quality in place. The focus
of assurance at this stage is for ensuring quality education inputs. There is less focus on student support
mechanism, career counseling, and industry and employer linkages. The process of affiliation is rigorous and can
take up to two years. However, efforts are underway to speed up the process as well as to make the affiliation
process more transparent. One of the initiatives taken by CTEVT to speed up the process of affiliation as well as
to make it more transparent is through development of an online version of the entire process. The affiliation
module has been added to Integrated Training Management System (ITMS). Efforts are underway to make it
functional.
The process for affiliation of TSLC and Diploma programs starts with the Affiliation and Accreditation division
of CTEVT requesting interested institutions to submit their proposals within a specified time frame. The
interested institutions prepare and submit proposals to CTEVT within the specified date. The submitted
proposals are then evaluated by an Advisory Committee. The Advisory Committee consists of experts in the
sector to which institutions are seeking affiliation from CTEVT. The Advisory Committee then recommends to
the affiliation council for granting affiliation to the institution. The decision to accept or reject proposals
received from institutions rests with the Advisory Committee. If the proposals are not accepted, then a separate
database is created for such institutions. If the proposals are accepted, the review team conducts feasibility study
of the institutions. The review team consists of experts chosen from the roster developed by CTEVT and its
regional offices. The team consists of members from the required professional councils such as Nepal Nursing
Council, Nepal Health Professional Council and Nepal Pharmacy Council, among others. The team assesses the
institutions based on the criteria outlined in the infrastructure manuals. The assessment is made on education
inputs such as teachers, administrative staff, tools and equipment, lab facilities, availability of hostel facilities,
availability of physical facilities, profile of management committee, libraries and availability of land for
9
Quality Assurance Manual 2019

expansion. The review team prepares the report and submits to the Affiliation and Accreditation Council. If the
Council accepts the report then the institution deposits the required affiliation fee. The affiliation is valid for two
years (Please see diagram below for more information)
(source: Affiliation and Accreditation Division of CTEVT)

10
Quality Assurance Manual 2019

Advertisement for Proposals

Submission of Proposals

Study of
Proposals

Approval

Feasibility study of the
institution by CTEVT

Disapproval
Non Qualified
Institution

Submission to
advisory
committee

Approval by
advisory
committee

Letter for Inspection of the
Infrastructure

Inspection of the Infrastructure

Report of
Infrastructure
Inspection

Advisory committee
approval

Approved by Affiliation
Council
Not
Recommended

Affiliation Database

Quality Assurance Manual 2019

Deposit/Affiliation Fee

Temporary Affiliation for Two
Years

11

Quality Assurance by Technical Division
After the institutions are affiliated to CTEVT, Technical Division monitors and supervises quality assurance
every year. The entire process of conducting quality assurance is decentralized through regional offices of
CTEVT, although there is at least one person from the central office of CTEVT in the team. The regional offices
of CTEVT take the lead in the entire process of quality assurance. Depending on the institution to be monitored
for quality assurance, a team of experts is formed from the roster of experts maintained by regional offices. For
example, the team conducting quality assurance of the institution providing diploma in health-related subject
consists of personnel from the professional health council as well.
The team thus formed uses standard tools and procedures in assessing the quality of institutions. The indicators
used to assure quality of institutions consists of all indicators assessed while providing affiliation. In addition,
more indicators mostly related to education input and student support are assessed during this process. These
questions benchmark the quality of technical education provided by the institutions. The team assesses
institution in the areas of physical infrastructure, availability of needed equipment, reading materials, teachers,
student support and satisfaction of students with teaching and learning process (please see below for detail
explanation).
Availability of physical infrastructures: Under physical infrastructure, the team assesses the availability of
classrooms for students. The number of students to be enrolled is determined by the quota provided according to
CTEVT guidelines. The size of classroom should be 0.75 square meter per student. This means the total area of a
classroom consisting of 40 students should be 30-meter square. The classroom needs to have proper ventilation
and adequate lighting.
Besides classroom, the team assesses the availability of laboratories including ICT laboratories, WASH facilities
and libraries. The team assesses whether the institution is using ICT in both teaching as well as administrative
works. The team then looks at tools available in laboratories. Tools need to be enough for all students during
practical classes. The review team evaluates the diversity of books in the library as well as opening hours. The
library opening hours should also be mentioned. The opening hours of library gives an idea whether students can
maximize benefits from it.
Availability of instructors and administrative staff: The team reviews whether institutions have adequate
number of instructors and administrative staff. The Principal and Coordinator of the institution need to be full
time. Fifty percent of teachers are to be full time. The next criterion that the team looks at is whether institutions
have maintained students to instructor ratio of 10:1. Similarly, teachers should have the required qualifications
and should have received training of trainers from the Training Institute for Technical Instruction (TITI). The
review team also looks at teachers’ time on task. Teachers need to prepare lesson plans as well as maintain log
books for all practical classes.
Health, Safety and Security of students: The next criteria that the team evaluates relates to health, safety and
security of students. There should be provision of first aid kits and the safety standards mentioned in the
curriculum need to be strictly followed.
Student Support: The review team evaluates a number of activities under student support. The review team
evaluates (i) existence of a career counseling cell (ii) provision of scholarship for meritorious andpoor students,
and (iii) provision of remedial classes. In addition, the institutions need to maintain a dropout rate of below six
percent.
12
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The main aim of the review team is to provide comments to institutions for improvement. It is the process of
providing feedback rather than annulling affiliation of the institution. The team agrees with institutions to
implement the provided feedback within the stipulated time frame. Nevertheless, there have been instances of
reduction of student quotasof the institution based on the report of the review team.
The team provides scores between 0 and 3 against each indicator listed in the self-assessment template and also
repeated here in this Quality Assurance Manual. Scores and relating judgments are arrived at as follows:
The Quality assurance manual identifies a number of areas of institutional development that underlies a good
quality TSLC/Diploma institution. The institution will be given a performance grade for each of these areas on
the basis of their achievement of their own goals and targets as specified in their Institutional Development
Plans. Grades will be awarded as follows:
Grade

Further Explanation

Score

Rating

Meets
Targets

Targets are the indicators as laid out for each Criteria 1 to 7. There
is substantial and clear evidenceon the quantity, quality and
standards achieved against the institutional goals and evidence of
good practice in achieving the same.

3

High

Partially
Meets
Targets

Targets are the indicators as laid out for each Criteria 1 to 7. Some
clear evidenceon the quantity, quality and standards achieved
against the institutional goals and evidence of good practice in
achieving the same.

2

Medium

Does Not
Meet
Targets

Targets are the indicators as laid out for each Criteria 1 to 7. No
evidenceof achievement

1

Low

Scores in each Criterion will be added up and a percentage calculated. The institutions are then classified into
four categories that are currently used by CTEVT based on the score received in the assessment:
•
•
•
•

Below 60 is inadequate
60 to 75 percent is adequate
76 to 89 percent is effective
90 percent and above is highly effective

The analysis presented so far suggests that CTEVT has an established system of conducting quality assurance
mechanism for its TSLC and Diploma providing institutions. Quality assurance mechanism is used for various
components or criteria. It is necessary to strengthen these criteria, add more relevant criteria, make criteria more
objective and make the system more transparent through learning from such quality assurance systems such as in
the institution and higher education sectors here in Nepal, and in other countries. The criteria that require
strengthening include availability of physical infrastructures, provision of instructors and administrative staff and
13
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student support. The criteria that need to be added for a robust quality assurance system include governance and
management, curriculum, quality of education inputs, and monitoring and evaluation and research. In addition,
there is a need to inculcate a culture of conducting self-assessment among the institutions. Finally, the entire
process should be made transparent through various means such as making quality assurance information
available on websites, so that institutions can learn from each other.
There is a need to add criteria on autonomy as the system of quality assurance matures. This is because
autonomy with accountability can enhance the quality of education. Autonomy would allow institutions to
implement their institutional development plans effectively as they will have the best knowledge of how quality
can be improved in their institutions. There islimited administrative and financial autonomy in case of
constituent institutions as of now. Most of the income generated by these institutions is to be sent to the center.
This has several implications. The income thus collected is used to provide gratuity to employees and support to
poly-technic institutions. Firstly, there is no incentive to generate more income as it has to be sent to the center.
Secondly, they will not have enough funds to implement activities that could enhance quality. The criterion on
autonomy is not included in the current manual as several policy decisions must be taken in this regard.
Similarly, there is no academic autonomy with regards to formulation of curriculum and conduction of exam for
institutions. The reforms at the central level in these areas can enhance quality of technical education as the
institution can develop their own curriculum as the system matures.
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Section III: Conceptual Framework
Figure 1 presented below suggests that the interaction of enabling environment with quali
quality
ty education input can
help institutions to assure quality of their institutions. The enabling environment includesthe
includes
existence of a
functional management committee, accountability and feedback mechanisms.. The quality of education inputs
input
includes both physical as well as human resource inputs. These input
inputs support students in gaining skills.

Figure 1: Squaring Quality Assurance of TSLC and Diploma Institutions
Governance and Management

Education Inputs

Student Support

(vision and mission established,
existence
of
functional
management committee, clear
accountability mechanisms exist,
existence of mechanisms for
receiving
feedback,
aware
stakeholders on activities of
institution)

(adequacy
of
physical
infrastructure,
provision
of
appropriate reading materials and
resour
resource kits, qualified and trained
instructors, provision for training
and development of instructors)

(provision
of
scholarship,
provision of remedial classes,
provision of counseling and
placement cell, provision of
teaching and learning in industries,
provision of on the job training,
engagement in research)

Link to Labor Market
(market assessment, MoUs with
industries, tracking of graduates)

Accountability

Monitoring and Evaluation

Quality
Assured
Institution

Sustainability

(publication of annual reports, (property in the name of
uploading of information to the institution, earnings of institution
website, disclose of financial audit) ploughed back to the institution for
better education service delivery
delivery,
diversification of source of funding
and adoption of specific policy
mandate to strengthen role of
institu
institution
in
environment
protection)

Functional
internal
inte
quality
assurance unit, existence of
computerized data management
system, analyse results, and
indicate improvement areas)

Motivation
Performance
target
set
to
departments, allocation of needs
based and performance-based
performance
grant
to departments
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There is also a need for institutions to establish a close link with labor market and use the information
from labor market for planning in order to support students in getting jobs. Provision of job placement
services, collaboration with industries for both teaching learning process and on the job training could
help students to get jobs after course completion. A strong system of monitoring and evaluation will help
institutions to collect, store and analyze information. It will also help institutions in planning and
improving results. The information thus maintained could be used by institutions to publish annual
reports, upload relevant information on their websites and fulfill the role of being more accountable to the
public.

Section IV: Criteria and Benchmarking
The conceptual framework as described in Figure 1 above is further enhanced by the development of the
Student Journey Cycle which has the specific aim of providing a robust foundation for raising standards
in education and training.
The Student Journey diagram places the student at the center of a learning journey that builds skills and
knowledge in a safe and conducive learning environment. The cycle allows the development of defined
criteria and benchmarking questions which are to be used to assure quality in TSLC and Diploma
providing institutions of CTEVT. In the first stage, the institutions will self-assess using these criteria
and benchmarking questions. The peer review team (Monitoring and Supervision Team) will also then
evaluate institutions against these criteria and benchmarking questions. The criteria and indicators
developed are equally applicable to constituent institutions of CTEVT, community institutions affiliated
to CTEVT and private institutions affiliated to CTEVT. The criteria and indicators used for assuring
quality in the TSLC and diploma providing institutions are provided within this document.
Student retention, achievement and progression is the responsibility of all staff. This quality
frameworkhas therefore been designed to engage and support all those involved in the process of
educating students in Nepal, specifically those in teaching and learning, in student support and
educational leadership roles within the Nepal’s TVET sector. It will be most effective if adopted at an
institutional level and embedded across all programs.
The student journey cycle diagram is shown on the next page. The cycle has seven key criteria that have
been identified as being essential to ensure successful outcomes for students. Each criterion will have a
number of standards and benchmarking questions. The seven key criteria are listed below;
1.
2.
3.
4.
5.
6.
7.

Governance and Management
Enrollment and Induction
Quality of Education
Teaching and Learning
Student support and guidance
Student progression and Success
Sustainability
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The Student Journey Cycle
1.
Governanace
and
Management
2
7

Enrolment
and
Induction

Sustainability

Student
Success

6

3

Progression
and Success

Quality of
Education

5
Student
Support and
Guidance

4
Teaching and
Learning
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Overview of Framework
Criterion
Number

Criterion
Heading

1

Governance,
Leadership and 1. Governance, Leadership and Management
Management

12

2

Enrollment and
2. Enrollment and Induction
Induction

7

3

4

5

Sub heading

3.1 Instructor Skills

4

3.2 Stakeholder Views Inform Quality Improvement

4

3.2 Quality Assurance

9

4.1 Planning and Delivery

5

and 4.2 Tracking and Progress

4

Quality
Education

Teaching
Learning

Student
Support
Guidance

Total Number
of Indicators

of

4.3 Attendance

7

4.4 Assessment

4

5.1 Support for Learning

6

5.2 Student Welfare and Enrichment

6

5.3 On the Job Training (OJT)

5

and

5.4 Employability, Enterprise, Entrepreneurial Skills
9
Development

6

7

Student
Progression
and Success

Sustainability

6.1 Progression Pathways

2

6.2 Achievement

6

6.3 Employment / Self-Employment

4

6.4 Student Destination

2

7. Sustainability
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Criterion 1: Governance, Leadership and Management

Governance
Student Success

Leadership
Management
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Criterion 1: Governance, Leadership and Management
Good governance and effective leadership are essential to the success of the institution and senior leaders are
ultimately responsible for the quality of education services.
The institution needs to have well defined vision, mission and objectives. The Institution’smanagement
committee needs to be functional and be able to provide strategic guidance. The Institution’s management
committee also ensures yearly operational plan including procurement plan are in the place to accelerate
implementation of activities. A well-structured governance and management system of an institution is able to
receive feedback from various stakeholders, analyze such feedback and improve quality of teaching and learning
process in the institution.
Good leadership, which requires the ability to face challenges to achieve results in complex conditions, can and
should be practiced at all levels. Leaders, managers and governors are responsible for creating a culture that
enables students and staff to excel. They should be committed to setting high expectations for staff and student
conduct and achievement. Working relationships between staff and students are seen to be exemplary in
institutions with strong quality assurance.
Key areas where Governors, Leaders and Managers must keep in focus are:
•
•
•
•
•
•
•
•

Quality Assurance
Quality Improvement
On-going and effective training and deployment of human resources
Effectively seeking and using feedback from stakeholders to inform identified improvements
Set core culture, values, vision and mission
Take all steps to ensure appropriate financial management and use of facilities and services
Ensure effective data management is in place, data is accurate, used to inform decisions and shared with
staff and stakeholders
Policy, procedures and standards for all services within the institution
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Indicators: Governance, Leadership and Management
The focus of this criterion is captured through following indicators:
1. Governance, Leadership and Management

Indicators
Governors and leaders define the institutional values and ethics and that these are
regularly communicated to all stakeholders. These should show that:
1.1.1
1.1
1.1.2

1.2

1.3

1.4

1.5

Key societal factors have been taken into consideration while preparing vision and
strategic plans.
Principles of equity (gender, poverty, geography and disadvantaged groups),
quality, accountability, transparency, institutional governance, autonomy to
departments and sustainability imbedded in vision and strategic plans

The Senior Leadership Team (whatever structure and form they take in such institutions in
Nepal) set a clear strategic direction, centered on providing opportunities to improve
students’ futures
Vision, values, mission established are clearly mapped with the institutional strategic and
development plans demonstrating the capacity to implement such vision, values and
mission. Key factors include geopolitical factors, demographic factors, economic and
labor market
The organizational structure is documented and
document will show clear lines of accountability
confidence of relevant stakeholders by showing
enhancing access to, quality and relevance of
accountability mechanisms.

shared with all stakeholders. This
and responsibility, thereby gaining
the Institution is gearing towards
technical education through clear

Formulation and implementation of approved bylaws for institution operation and
management
Feedback is taken from stakeholders and necessary steps are taken to enhance quality

1.6

1.7

1.8

Leaders, managers and governors use incisive performance management, quality
assurance and quality improvement tools that lead to on-going and sustained college-wide
improvements. Performance targets are discussed and negotiated with relevant staff.
Institution has set performance target for all the departments and negotiation on
performance targets for departments takes place as part of a structured and transparent
process.
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Tips and Advice: Governance, Leadership and Management
Governance, Strategic Plans, all institution policies
Recommended
Policies
and
Procedures:

Recommended
Documentation
to
Evidence
Criterion
and
Indicators:

Best
Tips

Practice

Appendices

Strategic outcomes/evaluation.
Course evaluation reports, data reports,
student/staff/stakeholder feedback, Internal/external reviews and audit reports, selfassessment report, CVs, meeting minutes, organizational chart, Governance and
Leadership profiles, Student surveys at various points of the year or for specific services,
focus groups made up of students, staff, parents, employers, other stakeholder or a mix
of these, quality improvement plan
Clearly defined roles, responsibilities and terms of reference
On-going training for governors, leaders and managers
Regular communication sent out to all stakeholders so that all are sufficiently
informed about progress against targets, successes and achievements, new objectives
and aspirations.
Seek out and act on views gathered from all stakeholders, communicate action taken
and changes made to all relevant parties through meetings, newsletters, emails,
institution website etc.
Regularly meet staff and stakeholders in person
Policies should explain what it is about, why it is required, what department it falls
under and who is responsible for executing and enforcing it.
Processes, should include who is responsible for executing it, what tasks should be
performed and when they should be performed.
Because procedures are used by employees the most, their input is often sought in
their creation; procedures are the practical applications of the policies created by
upper management. Within a procedure, you should describe who performs it and
what steps are performed, as well as when and how they are performed.
1.
2.
3.
4.
5.
6.
7.
8.
9.

Quality Assurance and Quality Improvement Cycle
The Self-Assessment Cycle (an example)
SAR template
Student Survey example
Student Focus Group sample questions
Staff/employee survey guidance
Employer focus group sample questions
Data capture / MIS review template
Institution Review Template (Note this is not a SAR but will help in completing
the SAR)
10. Mission, Values and Behaviours – sample
11. Institution Quality Improvement Plan - sample
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Criterion 2: Enrolment and Induction
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Criterion 2: Enrolment and Induction
Enrolment and induction processes are among the first impressions students will have of the Institution.
Therefore, staff must have a strong positive customer service attitude and processes must be designed to make it
easy for a student to navigate through.
Providing regular communication and follow-up is critical in reaching planned enrolment targets and to ensure
prospective students receive a quality service and experience.
The capture of information and the set-up of accurate records for each student is vital to ensure compliance with
regulations and audits. It also informs performance improvement.
The whole process must be carefully planned and implemented by qualified and trained staff.
The overall aim of orientation/induction is to ensure that students feel welcome, to familiarise them with the
demands of the course and to prepare the ground for their future achievements. It should be designed to
introduce students to their learning programme, to their fellow students, their teachers and the wider organisation
and the institutionalfacilities.
Induction has the overall effect of ensuring that students:
•

Settle in quickly to institutionallife by providing an effective orientation/induction, establishing
expectations at the onset of the learning journey.

•

Are confident that all potential barriers to learning have been identified and appropriate support
plans are in place.

•

Are primed to achieve and surpass expectations, with appropriately differentiated support
strategies.

•

Appreciate the need to develop their language, maths, ICT and employability skills from the
outset.

•

Understand their starting points and goals and are excited, motivated and enthusiastic about the
opportunities that lay ahead of them.

It is essential that students are provided with relevant information before and during induction.
Aninstitutional induction allows students to become familiar with the institutionand the services on offer. It
is also a great opportunity to ensure that student administration such as getting, ID cards, keys etc. are
completed.
It is also a vital aspect of the induction programme that the full range of institutionalservices are promoted to
students such as Support Services, or Library, sports and canteen services etc.
Sharing important information and introducing students to the wider community during Induction
encourages a feeling of belonging and this can positively affect and impact student retention and satisfaction.

24
Quality Assurance Manual 2019

Indicators: Enrolment and Induction
The focus of this criterion is captured through following indicators:

2. Enrolment and Induction

Indicators
Students will receive sufficient information about their chosen course of study. This information
2.1
must be clear and easy to understand by the student and should have a clear view of the
commitment needed to successfully achieve their chosen course.
2.2

Accurate information is collected and recorded. Information such as student personal details,
prior history, assessment / placement scores, additional learning needs.

2.3

Students know where and when their learning and/or work placements will take place and are
informed about the resources required and available to support their learning.
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Tips and Advice: Enrolment and Induction
Induction policy, Enrolment policy and procedures, Induction policy and procedures
Recommended
Policies
and (this may be part of an overall admissions policy and process)
Procedures:

Recommended
Documentation
to
Evidence
Criterion
and
Indicators:

Best
Tips

Practice

Appendices

Enrolment and induction strategy, student/staff survey, data capture and analysis of
conversions from enquiry to enrolment. Self-assessment review. Student and staff post
enrolment survey or focus group. Attendance data capture and analysis.
Note: Include specific Induction questions on ‘start of year student survey’.

Set up an enrolment and induction steering group / committee. Involve members
from all aspects of the institution – academic and support areas.
Involve current or past students to help on the day, they will be great advocates for
the institutionas well as being able to talk on the same level as other students. If
student involvement is planned carefully then they can use this experience to
develop their soft skills/employability skills. Award participating students with a
certificate or letter of commendation.
Put in place plans and services that will alleviate student complaints, walk through
the process with your teams so that you can be sure that complaints will be
minimised on the day.
Showcase institutionachievements
Students are customers, plan for outstanding customer service / student experience
Induction could be referred to as a ‘Welcome Day’
Invite parents to participate in induction day
Develop an induction strategy which ensures a well organised and consistent
approach to institutioninduction.
Set up an induction organising committee, allow students to be a part of the
organising committee.
Evaluate induction immediately after and act on any recommendations
Key messages can include aspects such as:
o Institutionsystems
o Institutionservices
o Code of conduct
o Expectations and standards
o Equality and diversity
o Wellbeing and safeguarding
o Expected work ethics

12. Initial Assessment Checklist
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Criterion 3: Quality of Education

Quality:
Quality assurance (measuring compliance to specified standards) and quality improvement (continuous
improvement of services) are at the heart of all educational institutions to ensure students are receiving the best
possible learning experience. Institutions should have a quality cycle with quality assurance (measurement
tools) to continuously assure standards are being met and to identify where improvement can be made.
It is important to focus on setting accurate and realistic ‘Key Performance Indicators’ (KPIs) i.e. goals that will
drive improvement. Each performance indicator must be measurable and that these measurement tools will
enable governors, leaders, managers and staff to make better judgments about the standard of education and
training being provided.
Applying a process of critical self-assessment within an organization and/or institution promotes continuous
improvement and is the basis for overall quality enhancement. It has long been recognised by education
Institutions that self-assessment develops a strong quality culture and is a mechanism for advancement in TVET
reform.
The Self-assessment report serves as a valuable document to be shared with external reviewers to fully
understand the institution’s effectiveness and to take into account the specific strengths, challenges and areas for
improvement faced by the Institution at every stage of its operations.
Facilities:
Facilities on offer are crucial to ensure the environment is suitable to foster and encourage learning. Learning
environments include but are not limited to, studios, workshops, libraries, classrooms/training rooms, lecture
theatres, offices, restaurants, computerlabs, and possibly virtual learning. Each space affords different
opportunities for learning and teaching. Vocational settings should reflect work settings as much as possible and
so institutions should be mindful in nurturing expertise, resourcefulness, functional/digital literacies,
craftsmanship, business-like attitudes and wider work ready skills – these requirements will have implications
for successful employment outcomes.
Teachers must be equipped with the necessary resources to effectually plan and bring learning to life and
reinforce the real world of work for vocational students.
Staffing:
It is imperative that all the employees in an organisation are appointed according to their qualifications, ability,
talent, aptitude and specialisations required for the organisation to perform at the highest standards possible.
Teachers must demonstrate an overarching professionalism that is underpinned by competencies of knowledge,
skills and attitude
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Indicators: Quality of Education
The focus of this criterion is captured through following indicators:
3. Quality of Education
3.1. Instructor Skills
Indicators
3.1.1

All instructors must be suitably qualified and have appropriate professional and industrial
experience

3.1.2

Effective teaching learning process with provision for work place training including efforts
by trainers to use ICT and other technologies in learning.

3.1.3

3.1.4

Increase in industrial experience of instructors:
•

Trainers will ideally have had some employment within their selected industry sector

•

Trainers will undertake annual updating activities to ensure industrial skills are current
and informed by industrial practices.

•

Employer engagement activities will include opportunities for trainers to update their
industrial skills and knowledge

•

Observation of teaching and learning will support individual development plans and
continuous professional development of teams and the institutionas a whole.

•

Understand the standards that are required within their industries and are able to develop
students’ vocational and technical skills well

ICT literacy of instructors:
•

ICT skills of trainers are assessed and recorded, and trainers are offered regular and ongoing training and development to improve their ICT skills.

•

Trainers have adequate access to ICT equipment to produce course materials and to use
in their teaching delivery.
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3.2 Stakeholder Views Inform Quality Improvement

Indicators
A functional and established system is in place to collect feedback from staff, students and
stakeholders (including employers, partners, parents).

3.2.1

Feedback is actively sought at a variety of points over the academic year (i.e. beginning,
middle, end, of year or courses) and action is taken as a result of evaluation and feedback
results.

3.2.2

Clear evidence that quality improvement actions take into account views from staff, students
and stakeholders and that these are used to make informed decisions on improving quality ie
once feedback is collected, this feedback is used to make improvements to services and
provision at the institution.

3.2.3

All processes used to collect stakeholder views are reviewed regularly for effectiveness and
accuracy

3.2.4

3.3 Quality Assurance
Indicators
3.3.1
3.3.2
3.3.3
3.3.4

3.3.5
3.3.6

Adequate physical infrastructure in place to support teaching and learning process.
Provision of appropriate reading materials and resource kits.
Provision of adequate number of non-teaching staff according to CTEVT norms
Most students including students from disadvantaged groups graduate on time. More than 90 percent of
students graduate on time. More than 80 percent of students from disadvantaged group graduate on
time.
Internal assurance officers/unit analyses information to enhance quality of technical education
Institution has functional computerized data management system for the collection, storing and
reporting of information related to student enrolment, retention, promotion, transfer, achievement and
employment status after graduation

3.3.7

Students are engaged in Research and Development as feasible. Their research work is evaluated as
part of internal evaluation and the institutions annually publishes this work.

3.3.8

Evaluation is carried out for each course and informs development of the Institution’s course delivery
and processes to make year on year improvements. Evaluation is recorded.

3.3.9

There are clear appeals, complaints and grievance mechanisms in place, and these are efficiently and
effectively processed in accordance with clear rules and relevant policies
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Tips and Advice: Quality of Education
Self-assessment, data protection, quality assurance, quality improvement, staff appraisal,
Recommended
Policies
and Management of Teaching, Learning and Assessment
Procedures:

Recommended
Documentation
to
Evidence
Criterion
and
Indicators:

Student survey feedback, Data sets (attendance, retention, achievement, progression,
destination), Usage reports, Key performance indicators, Observation reports, Audits, IV
and EV reports, staff appraisals. Self-assessment review and reports, student and staff
surveys/feedback results.

IV (Internal Verification) and EV (External Verification) is explained further in the
relevant appendices and glossary of terms.
Best
Tips

Practice

Ensure all staff are aware of their role in the quality cycle, the standards expected
and the mechanisms for support to maintain and achieve standards
Produce a quality calendar with dates and expectations at the start of the academic
year.
Regular performance management of all staff to ensure organizational standards are
met.
Mentoring and coaching of staff
All staff recognise their contribution to the ‘ student experience’ and on student
success
Ensure facilities and services meet the needs of students
Priority must be given to facilities and services that impact the student experience
When requesting feedback from student and staff about facilities and services – take
relevant action and report back (‘you said we did’).

Appendices

13. IV and EV - internal verification and external verification
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Criterion 4: Teaching and Learning

The curriculum for both TSLC and Diploma courses are prepared by the Curriculum Development Division of
CTEVT. This criterion measures how effectively institutions are implementing curriculum approved by
CTEVT. Institutions can recommend CTEVT in preparation of new curriculaand revision of existing curricula
for trades that is in demand in their area. To improve quality, institutions can teach additional topics that are in
demand in the labor market. The institutions can also use feedback from students and employers/industries
while incorporating additional topics. The institutions need to include soft skills in the teaching and learning
process to improve the probability of getting a job as well as getting well in the job. Some of the soft skills that
can be imparted include timeliness, teamwork and etiquette. The institution can also get affiliation from CTEVT
for new programs.
Effective teachers are those who are reflective practitioners – they constantly review their own practice, discuss
it with their colleagues, consider their students’ responses and seek to develop new and better ways of putting
learning at the centre of their teaching. Key factors in achieving success in teaching and learning are laid out
below:
4.1 Planning and Delivery
It is expected that all instructorsadhere to the essentials of good practice in preparing, planning, delivering and
assessing learning. They should ensure that learning spaces are appropriately laid out for their sessions. The
environment should be visually stimulating with displays on walls. All lessons should be planned to ensure that
students are engaged, supported, challenged and make progress both towards their course aim and in developing
their wider skills (literacy, maths, employability and soft skills).
4.2 Tracking and Progress
Providing students with an overview of their progress, a review of their development, and how it relates to wider
goals can motivate a student to succeed. Setting up whole group and individual tracking systems provides
information for managers and instructors to monitor and evaluate the effectiveness of the curriculum and
teaching and learning. Instructors must determine that learning is taking place and adjust as necessary when
planning for learning to ensure the needs of individual students are met. Student progress/performance data is a
critical component that informs the outcomes of learning.
4.3 Attendance
Attendance and punctuality rates are important because students are more likely to succeed when they attend
institution. Good practice research suggests students who attend regularly have better achievement rates and
higher grades than those who do not and therefore may be in danger of drop out. Punctuality is important, it
ensures students arrive prepared, focussed and ready for learning.
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4.4 Assessment
Assessment informs students and teachers of vital information and is the external marker of success or failure.
Summative assessment used for internal purposes i.e. end of course test must be of the highest standard to meet
both internal and external quality requirements. Formative assessment, sometimes called assessment for
learning is also critical to student success. Formative assessment has been found to have a significant impact on
learning, leading to a reduction in failure and drop-out rates. Vocational assessment should cover the areas of
planning, creating, conducting and validating assessment. It includes the understanding of competency-based
assessment, internal and external verification and how it is applied in the TVET sector.
Suggested approaches to developing professional practice:
Learning from •
own
•
experience
•
Observations
•
of
teaching •
and learning
Support from •
colleagues
•
•
•
Professional
development

•
•
•

•
Learning from •
•
students

Reflective practice based on clear teacher competencies and professional teacher
conduct.
Have pedagogical skills and knowledge
Understand how to appropriately profile students to inform lesson/training planning
and delivery
Peer observation
Observation by manager

Sharing with colleagues – create an ethos of shared practice and a culture of putting
learning at the centre of teaching.
Through team teaching
Mentoring programme for new teachers For example - Teaching and Learning Coaches
to assist in the improvement of practice
Subject Learning Coaches – who attended network meetings and brought back new
activities and new ideas
Individual research to identify new thinking on training and learning.
Identify and undertake additional qualifications that will develop your practice.
Conferences and workshops on teaching and learning, create a platform/mechanism to
share and disseminate ideas and best practice
Action research projects
Feedback from the students
Effectively evaluating training/teaching sessions to advise improvements or maintain
high standards.
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Indicators: Teaching and Learning – Planning and Delivery
The focus of this criterion is captured through following indicators:
4. Teaching and Learning
4.1. Planning and Delivery:
Indicators
4.1.1

Teaching of additional information to meet labor market needs

4.1.2

Institution conducts market assessment in their geographic location to gather labor market
information for possible employment of graduates after the completion of course

4.1.3

Institution submits the proposal for developing curriculum in new trade by consulting employers
of their geographic location.

Tips and Advice: Teaching and Learning – Planning and Delivery

Recommended
Teaching and Learning Strategy/Policy, Student Handbook, Quality Assurance and
Policies
and Improvement Policy, Teaching Observation Policy
Procedures:

Recommended
Documentation
to
Evidence
Criterion
and
Indicators:

Statistical data (retention, achievement, progression data), Student survey results,
Student Focus groups, audits of resources and lesson plans/schemes of work, direct
observation of teaching and learning through observation and learning walks. Selfassessment. Peer observation, student surveys and focus groups
Student Survey Questions: How good is the teaching on your course? / How interesting
and involving are your classes? / How effective are the resources on your course? /
How much progress are you making with your studies?

Best

Practice

Engage students in projects, encouraging collaboration, communication and to
undertake independent research.
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Tips

Work with colleagues to identify and list a wide-range of different activity types
suitable to the curriculum and regularly rotate using different approaches – e.g.
quiz, role-play, debate, carousel, quick response (QR) codes, technology for
learning
Use graded activities and questioning techniques to support and stretch students.
Use various methods to capture students’ views about your lesson at the end of
your lesson and use students’ feedback to develop your plans
Begin lessons with innovative starter activities, engage students from the offset.
Use a variety of active learning strategies that engage all students.
Refrain from giving the answers to students; instead, encourage peer and team
work to come up with solutions.
Set personal development targets for students who need to develop confidence
and independence.
Ask students to reflect on your feedback and get them to indicate the action they
have taken.
Embed time management activities in classes.
Ask students to list all the key deadlines they have for the next part of their
unit/course and consolidate learning with recap, revision and review of targets with
students.
Students identify one action point to improve their coursework.
Students identify their personal strengths and how they can build on these.
Keep reminding students of the support and opportunities available to them at
institution and outside institution.
Act as a role model showing tolerance and tackle immediately any negative
behaviour.
Design relevant real-world learning activities, highlight learner-centred models that
are differentiated
Varied activities to apply/practice knowledge – linked to purpose of session and
learning outcomes which develop independence, thinking skills and work readiness

Appendices

14.
15.
16.
17.

Sample Scheme of Work (SoW)
Sample Lesson Plan
Promoting Equality and Diversity in the Classroom
Teaching Observation Template
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Indicators: Teaching and Learning – Tracking and Progress

4. Teaching and Learning
4.2. Tracking and Progress:

Standards
4.2.1

4.2.2

Instructors use results from tests and details of prior attainment to track progress and ensure that
students are making the progress that they are capable of. The use of these effective assessment
strategies, including formative assessment/regular checks on learning, enable students to
continually improve, by identifying and resolving their gaps and weaknesses and building on
what they do well.

Students receive appropriate and timely feedback on their performance during the lesson.
Lessons include activities to assess whether learning is taking place and appropriate adjustments
to sessions are made in line with formative assessment outcomes.

Tips and Advice: Teaching and Learning – Tracking and Progress
Recommended
Teaching and Learning Policy, Assessment Policy
Policies
and
Procedures:

Recommended
Audits of progression trackers, analysis of predicted achievement against actual
Documentation
achievement, student survey, parental feedback, self-assessment review and quality
to
Evidence improvement plan and progress updates.
Criterion
and
Indicators:
Best
Tips

Practice

Keep a log of students’ progress where appropriate and refer to these when
discussing progress and setting subject targets.
Set targets that stretch students.
Students identify the targets they want to work on during a lesson and explain at
the end of the lesson how well they have progressed against these.
Use regular recaps when you ask your students to tell how well they are
progressing for each of their targets.
Ask students to identify the next steps for improvement on a regular basis.
Revisit key dates and milestones regularly.
Track students’ progress on a weekly basis and take immediate action when a
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student is not on track to achieve.
Varied methods to check learning throughout the session
Effective feedback on learning both within sessions and on assessed work

Indicators: Teaching and Learning – Attendance
4. Teaching and Learning
4.3. Attendance:

Standards
Students always attend and are punctual.
4.3.1
4.3.2

There is a clear institutional policy on attendance which is rigorously applied across all curriculum
areas and students are aware of this and the consequences of non-attendance.

4.3.3

Regular at-risk meetings are held with students and parents/employers when students have missed
sessions.

Tips and Advice: Teaching and Learning – Attendance
Attendance and Punctuality, Student disciplinary, dismissal policy, authorised absence.
Recommended
Policies
and
Procedures:
Performance management process
attendance data, observation of teaching and learning, learning walks, Self-assessment
Recommended
review. Quality Improvement Plan and progress reports. Student/teacher survey/feedback
Documentation
to
Evidence results
Criterion
and
Indicators:
Best
Tips

Practice

Start lessons with a motivational activity, use engaging warmers.
Use a variety of active learning strategies that engage all students.
Celebrate good attendance by having the 100% club and offering prizes.
Tackle poor attendance swiftly with letters and 1-1 meetings.
Make punctuality a focused responsibility for all institution staff to positively promote
and demonstrate.
Triangulate attendance data with related Student survey questions: Is Teaching good
on your course? Are you kept interested and involved in your classes?
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Indicators: Teaching and Learning – Assessment
4. Teaching and Learning
4.4. Assessment:

Standards
Instructors continuously carry out comprehensive assessment of student’s existing skills and
4.4.1
knowledge and provide detailed, clear and precise formative feedback in writing and orally which
helps students to improve their understanding and skills.

4.4.2

Students see value of one-to-one support they receive from instructors and understand how to use
this feedback for further self-development.

Tips and Advice: Teaching and Learning – Assessment
Assessment and Appeals, Internal verification
Recommended
Policies
and
Procedures:
Recommended
Documentation
to
Evidence
Criterion
and
Indicators:

Best
Tips

Practice

Statistical data (retention, achievement, value-added/high grade achievement,
progression data), Student survey results, Student Focus groups, audits of marked work,
direct observation of teaching and learning.Portfolio evidence.
Student survey questions:
•

the assessment process and deadlines for my course are made clear.

•

Feedback on my work helps me to improve (assessment for learning)
Set targets that stretch students.
Create assessment plans with students
Students identify the targets they want to work on during a lesson and explain at the
end of the lesson how well they have progressed.
Use regular recaps when you ask your students to tell how well they are progressing
for each of their targets.
Ask students to identify the next step for improvement on a regular basis.
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Go over key dates and milestones regularly.
Track students’ progress on a weekly basis and take immediate action when a
student is not on track to achieve.
Use clear link between learning objectives and the requirements of assessment.
Use previous exam papers and marking criteria to get students to mark their own
work.
Set regular mock exams under exam conditions.
Identify weaknesses and set revision classes based on addressing those weaknesses.
Use projects and mock assignments to check understanding and skills to promote
student confidence with end assessments.
Plan well for synoptic vocational assessments

Appendices

18. Assessment: Classroom vs Workplace
19. Initial Assessment and Diagnostic Assessment
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Criterion 5: Student Support and Guidance

The main focus of this criterion is to support students from admission process to enhancing their labor market
outcomes. The admission process needs to be transparent so that students build trust and respect for institution.
In order to develop as an inclusive institution, there should be provision of scholarship for meritorious but needy
students. It can also help in creating a diversity of student profile. Earlier in the academic cycle institutions could
conduct learning levels of students so that appropriate strategies can be devised to cater to the needs of both slow
learners and advanced learners. The institutions then conduct remedial classes for academically weak students.
For advanced learners, additional topics that are in demand in the market should be taught.
Although the external examination is conducted by Office of the Controller of the Examination office of
CTEVT, internal assessment that is also formative should be regularly conducted in the institution. The internal
assessment should be standardized so that the results can be compared at various points in time to inform
student’s status of learning achievement. The labor market outcomes of students are equally important to attract
bright students and meet aspirations of parents. Hence, it is necessary to take steps to improve job placement of
graduates. Firstly, career counseling cell of the institution should be functional, and efforts are needed to ensure
that maximum graduates can be reached out in finding suitable jobs. Secondly, signing of MoUs with industries
and employers for collaboration with respect to inviting them for guest lectures, conducting classes in industrial
setting and inviting them for job recruitment drive can significantly increase chances of graduates landing into
jobs.
The provision of student support services including personal and financial counselling, careers guidance and
support for students with disabilities and learning difficulties should be an established part of the support
available to students in all education institutions.
The increasing diversity of abilities and backgrounds of students entering TVET has resulted in the need for
additional support being to be made available to support the academic and personal development of students.
This support contributes to the quality of the students’ learning experience and to their educational
achievement.Areas of support deemed necessary to ensure successful outcomes for students are as discussed
below.

5.1 Support for Learning
Students experience learning both within and outside the classroom and it is important to ensure there is
appropriate additional learning support available to support student progress. Any students with physical needs
or learning difficulties should be supported to learn with the appropriate interventions. All resources and
materials should be accessible to all students within the institution and staff should be sensitive to any areas
where this is not so and seek to overcome any barriers for students.
The learning resources and environment support and enhance the studies of students enrolled with the institution,
inspiring and enthusing them to learn and offer an appropriate professional environment for staff.
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5.2 Student Welfare and Enrichment
Attending a training institution can be a challenging time in an individual’s life and it is not enough to only offer
high quality academic support. Many individuals will also need Welfare support during their studies and the
timely and effective provision of support can help students to stay on programme and achieve.
Welfare student welfare programmes are planned and co-ordinated activities that help individual students to
improve their social, emotional and behavioural skills. As a result of such activities students should be able to
better manage their behaviour and /or improve their attendance.
Enrichment is sometimes referred to as Extra-Curricular Activities – in other words, things that students do
outside of their classroom lessons such as Sports, Clubs and Societies, Volunteering and Short Courses.
Enrichment is an important part of theinstitutional experience. Taking part in enrichment activities complements
the main institutionalprogramme and will broaden students’ outlook on life. It provides new skills and
experiences and contributes towards their CV.

5.3 On the Job Training
OJT (On the Job Training) links the student experience with the work environment. Any student, who is
studying in a TVET institution, should have an OJT opportunity that is linked directly to their course,
appropriate in nature, duration and location and tailored to their individual needs. Students need to be given
opportunities to develop and practice skills for employment. OJT is an effective strategy for preparing students
for the world of work and for giving them real-life work environments within which to practice not only their
technical skills but also to try out their soft skills.

5.4 Employability, Enterprise and entrepreneurship Skills Development
In order to move successfully from institution into employment (or self-employment) all students should be
exposed to a range of work-based experiences. Through these experiences students will have the opportunity to
develop wider skills needed for the work-place as well as gain clarity of job roles available and understand how
the work place is different from institution.
Students need to be given opportunities for developing work skills in advance of working directly with
employers. This can be achieved in a variety of ways but needs careful thought and planning so that the effects
on students has great impact and can be measured and evaluated.
Employer Engagement must be a key feature of vocational education and training, ultimately institutions are
preparing students for entering employment (or self-employment). Students need access to quality experiences in
order to prepare them for the opportunity, experiences and challenges that the future world of work has to offer.
In addition, strong employer links has wider positive impact on the institution in terms of, support with
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curriculum development, industrial update for teachers, the networks it opens up and the possible sponsorship
and funding that employer may have.
Employability skills are the key main or core skills and traits that are needed in nearly every type of job. These
skills are more effectively acquired through practice and applying them in a real work context. They should be
transferrable, allowing them to be used in a variety of work situations.

Current vocational qualifications have mandatory employability units where students learn and then apply these
skills either through practical project work or from their On-the-Job Training. Examples of employability skills
include: problem solving, working as a team, communicating effectively etc.
Some vocational areas lend themselves to the creation of a realistic work setting in the institution, perhaps a
motor vehicle workshop, or a training restaurant. For example, hospitality students may have access to a
restaurant which is open to the public. Trainees thus have an opportunity to practice and develop their skills and
to receive customer feedback. This gives trainees real work opportunities, as well as providing a community
service that helps to promote vocational education and training among local people. Where such facilities do not
exist, it is important to be creative in providing trainees with opportunities to develop skills in other ways.
Another element of work-related learning lies in enterprise and entrepreneurial education, from enterprise
training to scaling up existing business ventures. This can play a critical role in laying the foundations for
students who wish to pursue future entrepreneurial careers, particularly in regions especially in the context of
Nepal where the economy is largely made up of micro and small enterprises. Most of these enterprises are of
informal in nature.
Enterprise and entrepreneurial activity should enable students to be more opportunity- focused, self-aware and
attuned to the business environment and can be delivered in collaborative and engaging ways to meet the criteria.
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Indicators: Student Support and Guidance – Support for Learning
The focus of this criterion is captured through following indicators:
5. Student Support and Guidance
5.1. Support for Learning
Indicators
5.1.1

Adequacy of support in teaching and learning process as defined by CTEVT guidelines, examples
of good practice are:
•
•
•
•

5.1.2

Learning materials are appropriate to the level, length and type of courses offered and
sufficient for the number of students enrolled.
Learning is promoted by the effective management of the classroom environment and
resource.
Course and session materials are easily accessible in digital format as well as hard copy
Students are informed of their progress and where they fall behind, they are provided with
support to catch-up

Students with difficulties such as SEN (special educational needs), physical impairment or other
needs have appropriate plans in place to support their progress.

Tips and Advice: Student Support and Guidance – Support for Learning
Teaching and Learning Policy, Learning Support Policy, Quality Assurance policy and
Recommended
Policies
and plan, Teaching and Learning resources review and development policy
Procedures:
Recommended
Documentation
to
Evidence
Criterion
and
Indicators:
Best
Tips

Practice

Achievement data, analysis of achievement for students with declared needs, observation
of teaching and learning, Usage data, staff survey responses, student survey responses
Student survey questions:
I
am
receiving
the
support
I
need
Resources are high quality and help me to learn

to

progress

and

succeed.

Make adjustments to Scheme of Work (SoW) and sessions in relation to diagnostic
information (including strategies to support high and low needs of students). A SoW is
a plan showing the aims and objectives of each session for a whole programme of
study. See the glossary of terms and appendices for further information.
Develop student profiles using rich information which will help to meet their needs
and inform their individual targets.
During 1-1 meetings with all students within the first 6 weeks check on the course
suitability for them.
Check when planning materials and resources are suitably adapted.
Plan student groups carefully for group work or projects to ensure the blend of
students will best support progression.
Provide sign posts to additional support available and continuously refer back to these.
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Hold termly reviews of available resources to ensure these are up to date and fit for
purpose.
Make a list of online tools to support learning and share these amongst teams.
Set homework tasks that involve students in visiting libraries and self-access centres.
Student WelfareSupport and Enrichment

Indicators: Student Support and Guidance – Student Welfare and Enrichment
The focus of this criterion is captured through following indicators:
5. Student Support and Guidance
5.2. Student Welfare and Enrichment

Indicators
Students are given care appropriate to their age, background and circumstances (including any additional
5.2.1
support needs).
5.2.2

A named person or persons will be identified to all staff and students to deal with students’ personal
problems

5.2.3

Enrichment activities incorporate a focus on the development of digital literacy and preparing students for
Industry 4.0 (only where relevant)

5.2.4

Students are encouraged to engage in community programmes, volunteering and sporting activities

Tips and Advice: Student Support and Guidance – StudentWelfare and Enrichment
There are policies and procedures, known to all students and staff, for dealing with abusive
Recommended
Policies
and behaviour by staff or students (verbal abuse, harassment, bullying, actual or threatened
violence, damage to personal property), or behaviour that may lead to extremist radicalization,
Procedures:
enrichment strategy, teaching and learning policy
Analysis of student complaints, bullying reports, student survey, staff survey, student
Recommended
involvement in activities, student focus groups
Documentation
to
Evidence
Criterion
and
Indicators:
Student survey question:
•
•
•

I feel safe in the institution.
I know who to speak to if I have personal problems.
My enrichment activities improve my experience at the institution.
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Best
Tips

Practice

Conduct training for all staff in recognising triggers that may cause students to withdraw
from their studies.
Ensure all staff know the relevant processes for referring students to appropriate support.
Highlight to students the support mechanisms available during induction and remind
students of these throughout the programme.
Ensure that enrichment programmes have a balance of activities that include developing
work-ready skills, community involvement and personal development.
Make links between curriculum and enrichment programmes so there is a natural link for
students between the two.
Ask students what kind of activities they would like to participate in and undertake regular
reviews of the enrichment programme.

Indicators: Student Support and Guidance – On the Job Training
The focus of this criterion is captured through following indicators:

5. Student Support and Guidance
5.3. On the Job Training

Indicators
Every OJT experience should include meaningful, real-world tasks and activities which are
5.3.1
commensurate with their ability and qualifications, while offering the opportunity to ‘stretch,
challenge’ and learn on the job
5.3.2

Evidence of work done, and skills developed should be captured in a format that supports the students
either with their course or can be used to support job interviews in the future. Teachers and workplace
supervisors provide detailed, clear and precise formative feedback in writing and orally which helps
students to improve their understanding and skills

Indicators: Student Support and Guidance – On the Job Training
OJT policy
Recommended
Policies
and
Procedures:

Recommended
Documentation

Student and employer surveys, Employer visit reports, case studies celebrating success, logbooks, data showing numbers entering OJT and numbers going on to be employed or self47
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to
Evidence employed.
Criterion
and
Indicators:
Best
Tips

Practice

Create a system which is able to report on the status of students’ OJT activity at any
stage. Integrate with a system that records, monitors and reports on employer
engagement activity.
Instruct tutors to become more involved in establishing relationships with employers
Staff/ Trainer CPD (Continuous Professional Development) on employer premises,
ensuring that trainer’s skills are updated and therefore they are better able to prepare
students for the workplace
Workshops in the evening
Institution bulletin board to advertise jobs and OJT opportunities
‘Employers in the Hall’ initiative i.e. invite employers to the institution
Experts from organisations participating in career talks
Utilizing employers that promote their industry
Links with Chambers of Commerce

Appendices

20. What makes a good On the Job Training Experience
21. Sample CPD plan

Indicators: Student Support and Guidance – Employability, Enterprise and Entrepreneurship Skills
Development
The focus of this criterion is captured through following indicators:
5. Student Support and Guidance
5.4. Employability Enterprise and Entrepreneurship Skills Development

Indicators
Students are supported in improving their labor market outcomes.
5.4.1
5.4.2

5.4.3

5.4.4

Institutions should, have in place, a clear employer engagement strategy supported and co-ordinated
on an institution-wide basis.
Teachers link theory and practical sessions well to industry standards and expectations ensuring
students have a good understanding of what to expect in their chosen industry and produce work at
least to the standard expected.
Foster enterprising and entrepreneurial mindsets through a variety of means, approaches and
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platforms.

Tips and Advice: Student Support and Guidance – Employability, Enterprise and Entrepreneurship
Skills Development
Employability strategy
Recommended
Policies
and
Procedures:

Student and employer surveys, Employer visit reports, case studies celebrating success,
Recommended
numbers going on to be employed or self-employed, data showing numbers entering OJT
Documentation
to
Evidence and numbers going on to be employed or self-employed
Criterion
and
Indicators:
Surveys, discussion forums, employer forums, Advisory Board,
Best
Tips

Practice

Take every opportunity to develop employability skills across the institution
Training for instructors so that they can effectively embed employability skills within
their curriculum.
Employability skills should include digital literacy – where possible
Set up mock interviews ideally involving employer, local community, colleagues from
other local institutions such as local VETinstitution.
Develop internship opportunities across the institution.
Develop ambassadors across the institution these should complement the student
council and should have clearly defined roles and responsibilities.
Adopt a local entrepreneur as a Business Ambassador
Set up an Enterprise and Entrepreneurship committee – this could be at different levels
external stakeholders only, student only – supported by a member of staff, mixed
membership involving all stakeholders. Among other things, this group could be
responsible for seeking additional funding and sponsorship.
Create a strategy for employer engagement, communicated to a ‘institution-wide’
audience and stakeholders, promoting collaboration, innovation and enterprise.
Set up an Employer Advisory Board that has a wide-ranging membership of
employers in the area. Boards should have a clear term of reference and should pro49
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actively support employability skills development of their institution.
Sustain relationships with employers by keeping in touch, asking them to attend
business networking events, keeping them informed of any new projects or
programmes, involve them in a variety of ways so that they are able to form strong
and long-lasting relationships with institutions.
The ways employers can be involved include:
o

Career guidance and workshops

o

Employment fairs or bazaars

o

Helping to deliver lectures/guest speakers

o

Involvement in the choosing of students’ vocational options

o

Institution Employer Advisory Boards

o

Providing work placement and job opportunities

o

Giving students a design brief or a ‘real’ problem solving activity

o

Assessing students and evaluating activities

o

Employability workshops

o

Institution open days or at promotional events

o

Sponsorship and funding for a variety of activities

o

Mentoring staff and students

o

Assisting with institution enterprise or entrepreneurial initiatives

o

Endorsing or co-branding for publicity

Identify win/win benefits for employer to encourage their involvement.
Creation of enterprises within the institutionwhere possible
Develop a toolkit or approach that can be rolled out across the institution and focusses
the student on developing employability skills.
Develop a mechanism for capturing employability skills development
Use employer networks to support this agenda
Create student attributes and values that support employability skills and enterprise
skills.
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Help students understand what employability skills they are developing in class. For
example, if a group of students have to work together to develop a presentation then
they are developing: team-working, leadership, research, planning, communication.
Leading to student ability for self-reflection and identify their development of
employability skills.
Set up an Enterprise and Entrepreneurship committee – this could be at different levels
external stakeholders only, student only – supported by a member of staff, mixed
membership involving all stakeholders. Among other things, this group could be
responsible for seeking additional funding and sponsorship.
Develop work-based assignments with local employers, community groups, other
training institutions such as VETinstitutions. This group can be local, regional,
national and international.
Encourage social enterprise opportunities Create opportunities for students to
participate in social entrepreneurship contests. Or create your own contests across year
groups or with external partners and other institutions.
Invite a business related to the subject to partner with you
Pre-incubation and venture planning.
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Criterion 6: Progression and Success

Student
Success

Progression
and Success
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Criterion 6: Progression and Success

Progression in, and beyond, education are both components of student success.Success in each of these areas
depends on the extent to which students are engaged and their engagement is nurtured within their programme
and wider intuition, across the whole student journey lifecycle.
Student access, retention, attainment and progression are important agendas, with ethical, moral, legal, economic
and social imperatives for addressing them. They are important to a number of different stakeholder groups in
the Nepalese TVET sector:
•

Students: students are migrating more than ever into TVET and considering their future employment
prospects. Student success in TVET has significant social and economic benefits for individuals, with
non-completion or non-continuation having financial consequences both in the short and longer term.
Enabling access, retention, progression, and attainment can have a positive impact on a student’s
wellbeing and success.

•

Sponsors: parents/carers, communities and industry contribute to TVET in numerous ways, including
financially, and have a vested interest in access, retention, attainment and progression.

•

Institutions: excellence in access, retention, attainment, and progression enhances an institutions’
reputation, influencing student satisfaction and recruitment and thus future sustainability.

•

Nepalese society: social mobility, widening participation and differential achievement rates remain
Government priorities; these support social and cultural development, and help to address societal
cohesion.

The key elements that institutions could consider are listed below:
1 Progression pathways
An important element in judging student success is not only to measure exam results but also to review where
students progress to, following their programme of study. The goal of a programme of study is to support
students to reach their potential and to move on in their life personally and professionally. It is therefore crucial
to identify and measure progression routes available to students and to engage in continuous discussion with
them to refine where they want to move on to – be it further study or employment.
2 Achievement
Defining student achievement and factors that impact progress is critical to becoming a successful teacher.
Student achievement measures the amount of academic content a student learns in a determined amount of time.
Each grade level has learning goals or instructional standards that educators are required to teach. Achievement
includes the passing of each grade level and the ability to continue to the next level. For themajority of students
their programme of study will be a stepping stone to a further qualification Strategies to support successful
progression to further study are therefore crucial for overall student achievement and success.Graduation is a
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pivotal point in the student journey and a time for students and institutions to celebrate student personal and
academic achievements.
3 Employment / self-employment
Students will be attending a programme of study in order to progress in many different ways, personally,
professionally and socially. For many students the ultimate goal will be to transition into their first job role, a
new job role or into self-employment. This manual has looked at employability in detail in Criterion 5: Student
Support and Guidance on p.36 in terms of on the job training, preparation for employment, employability skills
development, enterprise and entrepreneurship and careers guidance with detailed standards provided for each.
This section complements the above and focuses specifically on supporting graduates with their transition and
on-going professional lives.

6.4 Student Destination
Student destination measures should provide clear and comparable information on the success of institutions in
helping all their students take qualifications that offer them the best opportunity to progress. Knowing where
students progress to after a course of study is an important measure of success and using this data should also
help institutions to provide the most appropriate support, interventions and curriculum design to enable students
to complete their course of study and successfully transition to further study or employment.
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Indicators: Progression and Success – Progression Pathways
The focus of this criterion is captured through following indicators:
6. Progression and Success

Indicators
Enable every student to monitor their progress and further their academic development through the
6.1
provision of regular opportunities to reflect on feedback and engage in dialogue with staff
6.2

All students develop skills and attributes beyond their academic achievements including employability
skills and personal attribute.

6.3

At risk students are identified early and appropriate interventions are put in place to support their
achievement.

6.4

Students wishing to progress to further study or employment and self-employment are given access to
relevant information, advice and support.

6.5

Employment/self-employment research skills (e.g. job searches, interview and CV writing workshops,
business planning and pitching) will be a continuous thread of support throughout the student journey
with final term students being given an additional booster of activities.

Tips and Advice: Progression and Success – Progression Pathways
Management of Teaching, Learning and Assessment
Recommended
Policies
and
Procedures:

Recommended
Progression:
Documentation
to
Evidence Progression data (internal and external progression), student survey
Criterion
and
Indicators:
Student survey question:
I am clear on the progression routes available to me.

Achievement:
Achievement data, progression data, audits of marked work, student feedback – focus
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groups and student surveys. Capture feedback from graduates following graduation
ceremonies

Student survey question
•
•

Best
Tips

I am achieving well on my programme of study.
I am prepared for my next level of study.

Practice Progression:
Use alumni and existing (higher level) students to talk to your students about
progression opportunities – organise talks.
Liaise with counselling cell to set up events to demonstrate various possibilities and
careers paths.
Devise infographics for each curriculum area showing progression routes available.
Engage with local community partners – other training institutions and employers to
identify and inform students of progression options
Achievement:
Go the extra mile to re-engage students with learning – be flexible where you can –
make alternative arrangements so they feel valued and complete.
Give students another chance where you can to resubmit work or do a reset at a
higher level.
Set high standards and high expectations; explore what standards look like at the
level students are working (e.g. show what a distinction piece of work looks like).
Nominate students for awards.
Keep profiles of previous students to inspire new students to aim higher.
Involve employers and external agencies to add value to the curriculum content and
assessment process.
Invite students to ‘taster’ classes at the next level.
Arrange for students to meet other students at different institutions to discuss their
progression routes.
Provide a ‘next steps’ guide written by advanced students to help students prepare
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for the next level.
Engage with universities and arrange visits for students wishing to progress to higher
studies.
Include photos of graduation at student induction to inspire and motivate new
students.
Have prizes for students who have made particularly notable progress or overcome
difficulties
Collect quotations from students at graduation events and create motivational posters
with these and photographs for display around the campus
Employment / Self-Employment:
Encourage graduates to develop their own networks with other alumni to support
transition to employment and self-employment.
Develop a dynamic online platform for employers and job-seekers which will also
contain career development advice and support including case-studies of successful
graduates, how to guides and exemplars for job seeking and setting up own
businesses.
Develop a set of must do and don’t dos for getting a job.
Provide a framework for graduated and graduating students to link up for coaching
and mentoring.
Develop posters with student success stories to display across the organisation.
Include a page on the online forum with top tips from recently employed students in
different sectors and new entrepreneurs.
Support with CV writing and interview techniques. Job clubs, coaching and
mentoring support
Support and advice for those wishing to enter self-employment (business plans,
finance, mentoring)
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Criterion 7: Sustainability

Student
Success

Sustainability
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Criterion 7: Sustainability

This criterion emphasizes on the importance of information collection, synthesis and making it publicly
available. A systematic process of analyzing information and using such information to make informed choice
can enhance quality of teaching and learning process in the institution. Furthermore, this process can also help
institution to self-regulate, measure performance of the institution and help achieve academic excellence.
Besides collecting information for its own use, the institutions should strive to make its information public. The
information can be shared with wider audience through publication of annual reports and uploading of such
information to the website. The institutions should also create conducive environment for research and
innovation. They should inculcate habits of research into students. Instructors can involve students into action
research and such research can be evaluated as a part of internal assessment. Similarly, institutions can publish
journals compiling research of both students and instructors. Similarly, research such as tracer study,
employer/industry satisfaction survey and student satisfaction survey would also help in making informed
decisions to achieve excellence in the sector. Internal assurance unit analyzes information to enhance the quality
of technical education.
Just as leadership is distributed in the healthiest organisations this is also the case with data. Responsibility for
data needs to be distributed across the institution, it needs to be part of the senior leadership’s acknowledgement
of the importance of data and the responsibility for all staff to treat it with the respect it deserves.
Data reports need to be made available in easy to read formats and easily accessible on institution staff’s
desktops either via a reports repository or a dashboard so that staff can access necessary data on a regular basis
to help them make judgments and decisions within their area of work.
Good data is vital in a time where performance, funding and therefore jobs depend so keenly upon it.
Management Information Systems (MIS) is fundamental in ensuring that providers are able to make sound
judgments in performance and overall well-being of their institution.
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Indicators: Sustainability
The focus of this criterion is captured through following indicators.
7. Sustainability

Indicators
7.1
The property including land is in the name of institution. If rented, then the property has been leased for
long term and contract is with the institution.
7.2

Institution takes proactive measures to diversify sources of funding. For example, by actively seeking
additional income through a variety of business development interventions.

7.3

Institution has specific policy mandate or decree to strengthen the role of institution in environmental
protection.

7.4

Institution has functional computerized data management system for the collection, storing and reporting
of information related to student enrolment, retention, promotion, transfer, achievement and employment
status after graduation. and appropriately qualified and experienced staff are in post to ensure that data is
captured accurately and is validated accordingly

7.5

Students are engaged in Research and Development

7.6

Institution can demonstrate that all steps are taken to ensure that the institution complies with financial
regulations and that the business is financially viable and sustainable

Tips and Advice: Sustainability
MIS policy and procedures, Finance policy
Recommended
Policies
and
Procedures:

Data reports, audit reports, registers, self-assessment reports, institution accounts,
Recommended
assets
Documentation
to
Evidence
Criterion
and
Indicators:
How data is processed and presented will evolve over time and it is important that
this isn’t simply left to the MIS officer/ department to sort alone. Review points
are needed where all key stakeholders come together to ask ‘is the present system
meeting our needs? What changes could be made to improve the serving up of
relevant data?’
Best

Practice

MIS function to be centered on leading the drive to improve performance.
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Tips

Use of common systems, approaches and reports across all campuses
Reports should be clear and presented in an easy to understand format
Training and development for staff to help them understand data and to help
them know how to implement change as a result of their data
Accuracy is the principal thing; therefore, first get accurate data. Accurate
reports are always better than beautifully laid out reports.
Ensure good recruitment of students
Regular reporting of financial figures
Training and support for managers to ensure that they are able to manage
budgets well and appropriately. Managers who have come up through
education and training are not necessarily equipped to manage budgets and
finance.
Clear and on-going financial reports produces and shared with staff at all
levels
Financial risk assessments carried out by trained nominated staff

Glossary of Terms
As well as a glossary of terms this section will encourage a shared understanding of terms that will be used.
Achievement

Academic achievement, attend institution, achieve qualifications and graduate.

CPD

Continuous Professional Development. It is good practice to ensure that staff
receive on-going training throughout the year and that this training ensures increase
in skills of trainers and other staff. This will contribute to overall institution quality
improvement and outcome for students.

Diagnostic Assessment

Is normally carried out once the student is on their course. It is used to evaluate a
student’s skills, knowledge, strengths and areas for development in a particular
subject area. This information is used by the teacher to help inform them of how to
plan their lessons in accordance with diagnostic assessment results for their class
group. Instructor may decide on group and individual learning goals as a result of
the assessment. See Appendix A and K for more information

Differentiation

This approach enables trainers to add activities that meet needs of specific students.
It ensures that all students have equal and appropriate access to the learning
experience. See Appendices for further information

Diversity

Valuing differences between people and the ways in which those differences can
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contribute to a richer, more creative and productive environment
Enrichment Activities

Extracurricular activities and experiences students participate in. Enrichment
broadens horizons, develops new skills and contributes to students' personal and
social development.

Equality of Opportunity

‘equal rights’ and treatment of all individuals

EV

External Verification

Inclusion

Opportunities for all students to be included

IV

Internal Verification

KPI

Key performance indicator – used in target setting and to measure progress

Student

An individual who is learning by receiving training and support. It occurs ‘trainees’,
‘clients’ and ‘students’.

Learning goals

Goals to be achieved by the student, including development of specific skills,
knowledge and competence. This will include formal qualifications or units where
applicable.

Learning Programme

The programme being followed by the student, such as Diploma

Learning Walks

Structured focussed visit to classrooms that focus to student learning and teaching
practice. Learning walks are often themed to observe specific themes such as use of
learning technology, start of lessons to see how sessions are introduced, observe
effective questioning techniques etc.

MIS

Management Information Systems

Policy

A rule or company guideline that gives employees, their departments and the
overall company direction. It ensures consistency and compliance with the
company’s mission, values and strategic goals, and serves as a guideline for
procedures.

Procedure

While a process is a broad overview, a procedure is more detailed, offering step-bystep instructions on how to perform part of a process or a specific task.

Process

Process crosses departments and explains how to produce a product or service. It
follows the company’s policies, while giving a high-level view of how something
should work. –

Institution

Includes all organisations who deliver any aspect of the learning process

QIP

Quality improvement plan – document used to support development and
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improvement of areas of weakness
Retention

Completing a programme of study within a specific timeframe

SoW

Scheme of Work

SAR

Self-assessment report – document to review institution’s strengths and weaknesses

Skills development

acquisition of knowledge and skills for the world of work—the practical
competencies, know-how, and attitudes necessary to perform a trade or occupation
in the labour market.

Standard

A mandatory action or rule designed to support and conform to a policy

Summative Assessment

formal assessment which occurs at the end of a course or module to confirm that the
Student can demonstrate the knowledge, skills and understanding expected in
relation to a qualification

Technology for learning

Use of technology in learning settings for example – mobile phones, tablets, wifi,
equipment specific to the subject, interactive PowerPoints, VLE, podcasts, blogs

TVET

Technical and vocational education and training

VET

Vocational Education and Training

VLE

Virtual Learning Environment

Welfare support

This is sometimes referred to as ‘Pastoral Support’ and comprises of a series of
activities and interventions aimed as supporting students’ wellbeing i.e. to improve
their social, emotional and behavioural skills with the goal of better managing their
behaviour and /or improve their attendance and achievement.
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Section V: Institutional Arrangement for implementation of quality assurance system

The federation of country into seven provinces and 753 local level governments has changed the delivery
mechanism of TVET. The Schedule six, seven, eight and nine of the constitution of Nepal delineates various
responsibilities at all levels ofgovernment through the use of principles of efficiency, economy, equity,
externalities, economic stability, national interest, accountability, co-operation, co-existence, and co-ordination.
There are tasks that are solely under the purview of only one level of government. However, there are many
tasks that are concurrent in nature for all levels of government. There is also provision to pass down
responsibilities of Federal Level Government to State Level Government or to Local Level Government as long
as capacity building components are built in within the program.
Council for Technical Education and Vocational Training (CTEVT):
The role of CTEVT will be to facilitate the process of quality assurance and build capacity of provincial level
organization. Similarly, the central office in CTEVT will clearly monitor that there is no conflict of interest
while selecting individuals for peer review team (Monitoring and Supervision Team).
Provincial Level TVET Organization/ CTEVT offices:
The roles of provincial level offices would be to create a roster of experts. This rosterwill be used to form the
team for peer review. The review team thus formed scores against the benchmarking questions. Provincial
offices will use staff from the central office as and when required.
Formation of Peer Review Team(Monitoring and Supervision Team): Peer review team (Monitoring and
Supervision Team)will consist of required experts from the roster. One of them would be the team leader.The
team leader will define clear responsibilities for the whole team and ensure that the review is carried out in a fair
and efficient manner.
The process applied by the reviewers is described below.
The peer review team (Monitoring and Supervision Team)will thoroughly study the self-assessment report
prepared by the institutions and will extract the following information:
•
•
•
•
•
•
•

The team should clearly and completely fill the SAR with accurate and upto date information in advance
of their visit.
The review team will visit the institutions for their assessment against the SAR
The team members will individually score against benchmark questions.
The average score is calculated based on score provided by experts.
The team then prepares the report and discusses with the institution.
The team should work with institutions to prepare an action plan to complete activities that are found
lacking in the review process.
Should there be any concerns or issues to be raised in relation to the review process then these must be
raised with the review team leader

Institutions: Institutions need to evaluate themselves against the bench marking criteria. Based on this
assessment, institutions should prepare a self -assessment report (SAR) with honesty. The report preparation
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team must include senior members of the institution for ownership as well as for producing quality reports. The
preparation of self- assessment report is an internal exercise.
The self -assessment report contains two sections to gather relevant data:
1. The first section gathers general information about the institution. The SAR also helps institutions to
make relevant changes to their institutional development plan. The SAR should provide general
information about the institution; outline its functions and performance. The SAR report should clearly
show the SWOT (Strength Weakness Opportunity and Threat) analysis that has been undertaken in
preparation for the writing of the report.
2. In the second section institutions will be expected to provide information according to the criterion in the
self-assessment template forms. The institution should provide documentary evidence of information
presented in the SAR. These evidences could include relevant regulations, manuals, MoUs, audit reports,
institutional development plan, SWOT analysis. Examples of evidence that can be presented are listed
within each criterion section.
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Best Practice Tips for Completing Institution SAR
The tips below are suggestions and should benefit those responsible for writing the institution’s self-assessment
report (SAR):
•

Involve other Institutions or stakeholders in the self-assessment process (e.g. on moderation panels, in
observations or learning walks).

•

Provide clear guidance on how to complete self-assessment reports together with exemplars.

•

Self-assessment should be self-critical and fully reflect on the operations of the Institution/Institution

•

Include judgments on how well the institution has performed.

•

The commentary should be easy to read, not overly descriptive or a public relations vehicle.

•

It must be firmly linked to and underpin the strategic plan and key performance indicators.

•

Report how and when the SAR was produced, who has been interviewed and consulted, include the views of
students and employers.

•

Make reference to reports and available data, which has been reviewed to form judgments.

•

Make judgments that can be evidenced and shared with internal and external agencies.

•

The process of compiling the report must be totally inclusive.
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Section VI: Self-Assessment Template

The self –assessment template consists of two sections:
•
•

Section A provides basic information about institutions. Information presented in section A is not
scored.
Section B provides information on benchmarking and quality indicators for the institutions.

Objective criteria and indicators have been introduced to make the system more transparent and better facilitate
the feedback provided to the institutions. The scoring criteria used will be similar to the existing scoring criteria
used by CTEVT.
The score for each indicator will be given in the range of 1 to 3, what constitutes the score from 1 to 3 is
provided under each indicator. The score received under each indicator will be added to get the total score. The
score thus received is converted into percentage.
Scores will be awarded as follows:
Grade

Further Explanation

Meets
Targets

Targets are the indicators as laid out for each Criteria 1 to 7. There is
substantial and clear evidence on the quantity, quality and standards
3
achieved against the institutional goals and evidence of good practice in
achieving the same.

Partially
Meets
Targets

Score

Targets are the indicators as laid out for each Criteria 1 to 7. Some clear
evidence on the quantity, quality and standards achieved against the 2
institutional goals and evidence of good practice in achieving the same.

Does
Not Targets are the indicators as laid out for each Criteria 1 to 7. No evidence of
1
Meet Targets achievement

Rating

High

Medium

Low

The institutions are then classified into four categories that are currently used by CTEVT based on the score
received in the assessment:
•
•
•
•

Below 60 is inadequate
60 to 75 percent is adequate
76 to 89 percent is effective
90 percent and above is highly effective
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Self-Assessment Template – Section A: General Information
1

Name of Institution:

2

Full Address of the Institution

3

The year of establishment of Institution

4

What is the type of your institution based on affiliation a. Constituent institution of CTEVT
to CTEVT? Please circle the appropriate description
b. Community institution
c. Private institution

5

Which programs are offered in the institution? Please a. TSLC
circle all applicable programs
b. Diploma

6

Institution’s total land area in its name

7

What are the trades (programs) that students are enrolled a. Health
in TSLC? Please circle all appropriate
b. Engineering
c. Agriculture and Forestry
d. Hospitality
e. Others (Please mention program)

8

What are the trades (programs) that students are enrolled a. Health
in at Diploma Level? Please circle all appropriate
b. Engineering
c. Agriculture and Forestry
d. Hospitality
e. Others (Please mention program)

Square Meter

9
Please write quota provided by CTEVT for the program and current enrolment in the table below:
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Level (TSLC/Diploma)

Programs

Approved
Quota Current Enrolment
from CTEVT

10
Please describe briefly how students are selected to enroll into the institutions?
a) Through entrance test conducted by CTEVT

b) Through entrance test conducted by its own

11 What is the percentage of females enrolled in the %
institutions?
12 What is the percentage of students enrolled from
disadvantaged groups, as determined by government of
%
Nepal?
13 What is the
scholarships?

percentage

of

students

receiving %

14 How are teaching staff recruited?
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15 How are non-teaching staffs recruited?

16 If full capacity has not been obtained, please describe in detail the reasons for this?

17 If the required student teacher ratio has not been maintained, please provide a detailed explanation for this?

18 What is the total number of full time and part time
teaching staff?
19 Does the institution
Procedures?

have

Standard

Operating

20 Please enter information in the table below for the number of hours per week spent by teachers in theory
and practical classes:
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Level (TSLC/Diploma)

Hours/week
classes

in

practical Hours/week
classes

in

theory

21 What is the percentage of students from the %
Municipality/Rural Municipality where the institution is
located?
22 Are there any students in the institution form foreign
countries? If so, please list the name of those countries

23 Please enter relevant information in the table below for indicators related to efficiency:

Level (TSLC/Diploma)

Number of students Percentage
of
dropped out in last students promoted
academic year
or graduated from
institution last year

Percentage of students
promoted
or
graduated
from
institution two years
ago
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24 Please provide below information on annual budget and expenditure for last two year:
Income 2017/18

Expenditure 2017/18

Income 2016/17

Expenditure 2016/17

25 How many days did the institution open for academic as
well as co-curricular activities last year?

Please provide below detail information on resource generated from various sources last year:

Source

Amount

CTEVT
Fees from students
Other income generation
Total

26 How much of the amount generated in question 26 is
given back to CTEVT?
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Self-Assessment Template – Section B: Quality Framework
The section provides information related to benchmarking of institution against various criteria. The criteria are
as indicated in the student journey cycle
cycleshown below:

The seven key criteria are:
1.
2.
3.
4.
5.
6.
7.

Governance, Leadership and Management
Student Enrollment and Induction
nduction
Quality of Education
Teaching and Learning
Student Support and Guidance
uidance
Student Progression
rogression and Success
Sustainability
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Introduction
This document acts as a template for self-assessment for institutions delivering the TSLC and Diploma programmes.

Quality criteria andstandards are based on the student experience, placing the student at the centre of the process ensures that all aspects of
delivery are focussed on ensuring high quality provision for students who are on the above-named courses in Nepal.

The key aim is to raise the standards in the TVET sector in Nepal.

Performance Assessors will make judgements against these standards during their visit of institutions. Institutions can use this template to
prepare themselves for their visit and as a checklist to self-assess their provision.

This document will also serve as the final inspection report which will be completed by the Performance Assessors.

Further details and full guidance are available in the Quality Assurance Manual. Please make sure you go work through the Quality Assurance
Manual before completing your self-assessment.
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How to use the Self-Assessment Template
In an ideal world self-assessment reports should be produced on an annual basis, generally at the same time each year, and be the result of
quality improvement activities over the previous year. Your self-assessment should address the key criteria, standards and benchmark questions
in the Quality Framework. There should be an associated quality improvement plan (also referred to as action/development plans) that arises
from the report and focuses on maintaining strengths and addressing weaknesses. The best self- assessment reports are easy to read and
judgmental, not overly descriptive.

Although there is no recommended format, some of the best reports are similar in format to Self-Assessment reports, with bullet point strengths
and weaknesses supported/expanded by a small amount of text. We would urge you to see your self- assessment report not as a ‘glossy
brochure’ full of pictures and positives, but an opportunity for you to honestly evaluate and review your provision. Negative points, if corrected,
will improve your provision and show that you are in full control of the way that your provision is shaped. For every negative point have a plan in
placed for improvement, for every positive point think about whether you can stretch yourself further or think about how you will maintain high
standards.

The Performance Assessors will make use of the same template for their Assessments Visits and therefore, basing your self-assessment on this
template will give you confidence that you are always addressing the appropriate criteria.

Ideally the overarching self-assessment will have input from staff at all levels, students and perhaps external stakeholders – everyone’s views
counts!

A self-assessment must be completed prior to an Assessment visit. The Assessors will test your judgement grades with theirs and if there should
be any discrepancy they will discuss the issue with you.
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Take your time, seek advice and enjoy the process!

Judgment on Criteria for Self-Assessment / Assessment

The Quality assurance manual identifies a number of areas of institutional development that underlies a good quality TSLC/Diploma institution.
The institution will be given a performance grade for each of these areas on the basis of their achievement of their own goals and targets as
specified in their Institutional Development Plans. Grades will be awarded as follows:

Grade

Further Explanation

Score

Rating

Meets
Targets

Targets are the indicators as laid out for each Criteria 1 to 7. There is substantial and clear
evidence on the quantity, quality and standards achieved against the institutional goals and
evidence of good practice in achieving the same.

3

High

Partially
Meets
Targets

Targets are the indicators as laid out for each Criteria 1 to 7. Some clear evidence on the quantity,
quality and standards achieved against the institutional goals and evidence of good practice in
achieving the same.

2

Medium

Does
Not
Meet
Targets

Targets are the indicators as laid out for each Criteria 1 to 7. No evidence of achievement
1

Low

Scores in each Criterion will be added up and a percentage calculated. The institutions are then classified into four categories that are currently
used by CTEVT based on the score received in the assessment:
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•
•
•
•

Below 60 percent is inadequate
60 to 75 percent is adequate
76 to 89 percent is effective
90 percent is highly effective

Overall Summary and Grade
This is a summary of your self-assessment. Please complete this part after you have completed the self-assessment.
Outcome of Self-Assessment
Provider Name

Self-Assessment
Date

Self Assessment
Completed by:

Signature

Overall
Institution
Score:

%

•
•
•
•

Below 60 percent is inadequate
60 to 75 percent is adequate
76 to 89 percent is effective
90 percent is highly effective

Assessors
Comments
on
Self-Assessment
outcome
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Overall Judgement: How good is….
Criterion Criterion Heading
Sub heading
Number

1

Governance,
Leadership
Management

2

Enrollment
Induction

3

4

and 1. Governance, Leadership and Management

and

Total
*Max
Actual %
score
Number
Possible Score (actual
of
Score
score,
Indicators
divided by
max score
times 100)

12

36

2. Enrollment and Induction

7

21

3.1 Instructor Skills

4

12

3.2 Stakeholder Views Inform Quality Improvement

4

12

3.2 Quality Assurance

9

27

Total for Quality of Education

17

51

4.1 Planning and Delivery

5

15

4.2 Tracking and Progress

4

12

4.3 Attendance

7

21

Quality of Education

Teaching
Learning

and

78
Quality Assurance Manual 2019

5

4.4 Assessment

4

12

Total for Teaching and Learning

20

60

5.1 Support for Learning

6

18

5.2 Student Welfare and Enrichment

6

18

5

15

9

27

26

78

Student Support and 5.3 On the Job Training (OJT)
Guidance
5.4 Employability, Enterprise,
Development

Entrepreneurial

Total for Student Support and Guidance

Skills

6

Student Progression
6 Progression and Success
and Success

5

15

7

Sustainability

10

30

97

291

TOTAL SCORES

7. Sustainability

* Refer to page 67 for scoring
system
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Criteria 1: Governance, Leadership and Management
Key Question: How good is governance, leadership and management?
Refer to page 67 for scoring guidance
Does
Not
Meet
Target
(score 1)

Indicators

Governors and leaders define the institutional values and ethics and that these
are regularly communicated to all stakeholders. These should show that:
1.1.3

Key societal factors have been taken into consideration while
preparing vision and strategic plans.
Principles of equity (gender, poverty, geography and disadvantaged
groups), quality, accountability, transparency, institutional
governance, autonomy to departments and sustainability imbedded in
vision and strategic plans

1.1

1.1.4

1.2

The Senior Leadership Team (whatever structure and form they take in such
institutions in Nepal) set a clear strategic direction, centered on providing
opportunities to improve students’ futures

1.3

Vision, values, mission established are clearly mapped with the institutional
strategic and development plans demonstrating the capacity to implement
such vision, values and mission. Key factors include geopolitical factors,
demographic factors, economic and labor market

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
Governance,
Strategic Plans,
all
institution
policies

Strategic plans,
reviews, student
success
information
Governance,
Strategic Plans,
all
institution
policies
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1.4

1.5

The organizational structure is documented and shared with all stakeholders.
This document will show clear lines of accountability and responsibility,
thereby gaining confidence of relevant stakeholders by showing the
Institution is gearing towards enhancing access to, quality and relevance of
technical education through clear accountability mechanisms.

organizational
chart,
staff
profile (including
committee
members)

Formulation and implementation of approved bylaws for institution operation
and management

Meeting minutes;
Institution
bylaws

Feedback is taken from stakeholders and necessary steps are taken to enhance
quality

Focus
groups
discussion with
students,
staff,
parents
and
employers

1.6

1.7

1.8

Leaders, managers and governors use incisive performance management,
quality assurance and quality improvement tools that lead to on-going and
sustained college-wide improvements. Performance targets are discussed and
negotiated with relevant staff.

Performance
contracts
with
staff

Institution has set performance target for all the departments and negotiation
on performance targets for departments takes place as part of a structured and
transparent process.

Performance
contract
with
departments

Overall Judgment: Criteria 1 – Governance, Leadership and Management

The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target
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TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?

Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
82
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Action
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Criteria 2: Enrolment & Induction
Key Question: How good is enrolment and induction?
Refer to page 67 for scoring guidance

Indicators

2.1

2.2

2.3

Does
Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)

Students will receive sufficient information about their chosen course
of study. This information must be clear and easy to understand by the
student and should have a clear view of the commitment needed to
successfully achieve their chosen course.

Induction
policy,
Enrolment policy and
procedures, Induction
policy and procedures

Accurate information is collected and recorded. Information such as
student personal details, prior history, assessment / placement scores,
additional learning needs.

Data
management
system
capturing
relevant data

Students know where and when their learning and/or work placements
will take place and are informed about the resources required and
available to support their learning.

Detailed course syllabi
available;
Focused
group discussion with
students
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Overall Judgment: Criteria 2 – Enrolment & Induction
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target
(score 1)

Partially Meets Target
(score 2)

Meets Target
(score 3)

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?
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Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 3: Quality of Education – 3.1 Instructor Skills
Key Question: How good is quality of education?
Refer to page 67 for scoring guidance
Does
Not
Meet
Target
(score 1)

Indicators

All instructors must be suitably qualified and have appropriate
3.1.1 professional and industrial experience

3.1.2

Effective teaching learning process with provision for work place
training including efforts by trainers to use ICT and other technologies
in learning.

Increase in industrial experience of instructors:
•

Trainers will ideally have had some employment within their
selected industry sector

3.1.3 •

Trainers will undertake annual updating activities to ensure
industrial skills are current and informed by industrial practices.

•

Employer engagement activities will include opportunities for
trainers to update their industrial skills and knowledge

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
Institutional data to
include profile of
instructors
FGD with students
and employers

Teaching observation
reports,
trainer
development plans,
employer
engagement
strategies, employer
meeting
notes,
trainer’s
training
records and notes
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•

Observation of teaching and learning will support individual
development plans and continuous professional development of
teams and the college as a whole.

•

Understand the standards that are required within their industries
and are able to develop students’ vocational and technical skills well

ICT literacy of instructors:
•

ICT skills of trainers are assessed and recorded, and trainers are
offered regular and on-going training and development to improve
their ICT skills.

•

Trainers have adequate access to ICT equipment to produce course
materials and to use in their teaching delivery.

3.1.4

ICT
skills
audit
reports, institution’s
training plan, records
of training delivered,
or training taken by
trainer, digital course
materials,
lesson
plans
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Overall Judgment: Criteria 3 – Quality of Education 3.1 Instructor Skills
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?
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Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 3: Quality of Education – 3.2 Stakeholder Views Inform Quality Improvement
Key Question: How good is quality of education?
Refer to page 71 for scoring guidance

Indicators

A functional and established system is in place to collect feedback from
3.2.1 staff, students and stakeholders (including employers, partners, parents).
Feedback is actively sought at a variety of points over the academic year
(i.e. beginning, middle, end, of year or courses) and action is taken as a
3.2.2 result of evaluation and feedback results.
Clear evidence that quality improvement actions take into account views
from staff, students and stakeholders and that these are used to make
informed decisions on improving quality ie once feedback is collected,
3.2.3
this feedback is used to make improvements to services and provision at
the institution.
All processes used to collect stakeholder views are reviewed regularly
for effectiveness and accuracy
3.2.4

Does
Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
Example of process,
examples of survey’s
or focus group notes
Focused
group
discussion
with
students, parents and
teachers
Focused
group
discussion
with
students,
teachers,
and employers

Focused
group
discussion
with
students, parents and
teachers
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Overall Judgment: Criteria 3 – Quality of Education 3.2 Stakeholder Views Inform Quality Improvement
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.
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Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?

Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 3: Quality of Education – 3.3 Quality Assurance
Key Question: How good is quality of education?
Refer to page 67 for scoring guidance

Indicators

Adequate physical infrastructure in place to support teaching and
learning process.
3.3.1
Provision of appropriate reading materials and resource kits.

3.3.2

Provision of adequate number of non-teaching staff according to
3.3.3 CTEVT norms
Most students including students from disadvantaged groups graduate
3.3.4 on time. More than 90 percent of students graduate on time. More than

Does
Not
Meet
Target
(score
1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)

Observation
plus
institutional
data
provided before the
assessment
Observation of library,
labs, focused group
discussion
with
students and teachers
plus institutional data
provided before the
assessment
Institutional data to
include Profile of nonteaching staff
CTEVT
records
(examination ledger)
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80 percent of students from disadvantaged group graduate on time.
Internal assurance officers/unit analyses information to enhance quality
3.3.5 of technical education
Institution has functional computerized data management system for the
collection, storing and reporting of information related to student
3.3.6 enrolment, retention, promotion, transfer, achievement and employment
status after graduation
Students are engaged in Research and Development as feasible. Their
research work is evaluated as part of internal evaluation and the
3.3.7
institutions annually publishes this work.
Evaluation is carried out for each course and informs development of
the Institution’s course delivery and processes to make year on year
3.3.8
improvements. Evaluation is recorded.
There are clear appeals, complaints and grievance mechanisms in place,
and these are efficiently and effectively processed in accordance with
clear rules and relevant policies
3.3.9

Terms of reference for
internal
assurance
unit/officers;
Reports generated by
system, the system
itself

Student project work

Instructor
documents

appraisal

Terms of reference for
units
and
staff,
Grievance
redress
mechanism guideline;
examples of recorded
grievances
and
resolutions provided
by the institution

95
Quality Assurance Manual 2019

Overall Judgment: Criteria 3 – Quality of Education 3.3 Quality Assurance
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
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If so, which areas do they exceed the indicator and what evidence seen?

Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 4: Teaching & Learning – 4.1 Planning & Delivery
Key Question: How good is Planning and Delivery?
Refer to page 67 for scoring guidance

Indicators

Teaching of additional information to meet labor market needs

4.1.1

4.1.2

Institution conducts market assessment in their geographic location to
gather labor market information for possible employment of graduates
after the completion of course

Institution submits the proposal for developing curriculum in new
trade by consulting employers of their geographic location.
4.1.3

Does
Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
Focused
group
discussion (FGD) with
students
and
instructors; Teaching
and
Learning
Strategy/Policy;
Curricula and class
schedules shared with
the students
FGD
with
employers/industries
and data from the
placement cell/officer
as part of institutional
data
Copy of Developed
curriculum, FGD with
employers
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Overall Judgment: Criteria 4 - Teaching & Learning: 4.1 Planning & Delivery
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?
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Would the institution be prepared to share their good practice in the areas identified? Y / N
Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 4: Teaching & Learning – 4.2 Tracking and Progress
Key Question: How good is tracking and progress?
Refer to page 67 for scoring guidance

Standards

Instructors use results from tests and details of prior attainment to track
progress and ensure that students are making the progress that they are
capable of. The use of these effective assessment strategies, including
formative assessment/regular checks on learning, enable students to
4.2.1 continually improve, by identifying and resolving their gaps and
weaknesses and building on what they do well.

Students receive appropriate and timely feedback on their performance
during the lesson. Lessons include activities to assess whether learning
4.2.2 is taking place and appropriate adjustments to sessions are made in line
with formative assessment outcomes.

Does
Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
Teaching
and
Learning
Policy,
Assessment Policy.
FGD with teachers

FGD with students
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Overall Judgment: Criteria 4 – Teaching and Learning: 4.2 Tracking & Progress
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?
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Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 4: Teaching & Learning – 4.3 Attendance
Key Question: How good is student attendance?
Refer to page 67 for scoring guidance

Standards

Students always attend and are punctual.
4.3.1
There is a clear institutional policy on attendance which is rigorously
applied across all curriculum areas and students are aware of this and
4.3.2 the consequences of non-attendance.
Regular at-risk meetings are held with students and parents/employers
4.3.3 when students have missed sessions.

Does
Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
Attendance data of
students
Policy
document,
speaking
with
students, attendance
reports
FGD with students
and parents
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Overall Judgment: Criteria 4 - Teaching & Learning: 4.3 Attendance
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?
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Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 4: Teaching & Learning – 4.4 Assessment
Key Question: How good is assessment?
Refer to page 67 for scoring guidance

Standards

Instructors continuously carry out comprehensive assessment of
student’s existing skills and knowledge and provide detailed, clear and
precise formative feedback in writing and orally which helps students to
4.4.1 improve their understanding and skills.

Students see value of one-to-one support they receive from instructors
and understand how to use this feedback for further self-development.

Does
Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
FGD with student,
audits of marked
work

FGD with students

4.4.2
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Overall Judgment: Criteria 4 - Teaching & Learning: 4.4 Assessment
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?
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Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 5: Student Support & Guidance – 5.1 Support for Learning
Key Question: How good is support for learning?
Refer to page 71 for scoring guidance

Does
Not
Meet
Target
(score 1)

Indicators

Adequacy of support in teaching and learning process as defined by
CTEVT guidelines, examples of good practice are:
•

5.1.1

•
•
•

Learning materials are appropriate to the level, length and type
of courses offered and sufficient for the number of students
enrolled.
Learning is promoted by the effective management of the
classroom environment and resource.
Course and session materials are easily accessible in digital
format as well as hard copy
Students are informed of their progress and where they fall
behind, they are provided with support to catch-up

Students with difficulties such as SEN (special educational needs),
physical impairment or other needs have appropriate plans in place to
5.1.2 support their progress.

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
Teaching
Learning
Learning
Policy,
materials

and
Policy,
Support
learning

Teaching
Learning
Learning
Policy

and
Policy,
Support
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Overall Judgment: Criteria 5 – Student Support & Guidance: 5.1 Support For Learning
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
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If so, which areas do they exceed the indicator and what evidence seen?

Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 5: Student Support & Guidance – 5.2 Student Welfare and Enrichment
Key Question: How good is student welfare and enrichment?
Refer to page 67 for scoring guidance

Indicators

Does
Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)

Students are given care appropriate to their age, background and
5.2.1 circumstances (including any additional support needs).

FGD with students

A named person or persons will be identified to all staff and students to
5.2.2 deal with students’ personal problems

TOR
of
the
identified person

Enrichment activities incorporate a focus on the development of digital
5.2.3 literacy and preparing students for Industry 4.0 (only where relevant)

FGD with students,
instructors

Students are encouraged to engage in community programmes,
5.2.4 volunteering and sporting activities

FGD
with
community
members, parents
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Overall Judgment: Criteria 5 – Student Support and Guidance: Pastoral Support and Enrichment
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?
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Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 5: Student Support & Guidance – 5.3 On the Job Training
Key Question: How good is on the job training (OJT)?
Refer to page 67 for scoring guidance

Indicators

Every OJT experience should include meaningful, real-world tasks and
activities which are commensurate with their ability and qualifications,
5.3.1
while offering the opportunity to ‘stretch, challenge’ and learn on the job
Evidence of work done, and skills developed should be captured in a
format that supports the students either with their course or can be used
to support job interviews in the future. Teachers and workplace
5.3.2 supervisors provide detailed, clear and precise formative feedback in
writing and orally which helps students to improve their understanding
and skills

Does Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
FGD with students;
students
and
employer surveys;
Work
place
supervisor reports
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Overall Judgment: Criteria 5 – Student Support & Guidance: 5.3 On the Job Training
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
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If so, which areas do they exceed the indicator and what evidence seen?

Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action

118
Quality Assurance Manual 2019

Criteria 5: Student Support & Guidance – 5.4 Employability, Enterprise, Entrepreneurship and Skills Development
Key Question: How good is employability, enterprise, entrepreneurship and skills development?
Refer to page 67 for scoring guidance

Indicators

Students are supported in improving their labor market outcomes.
5.4.1

Institutions should, have in place, a clear employer engagement strategy
5.4.2 supported and co-ordinated on a institution-wide basis.
Teachers link theory and practical sessions well to industry standards and
expectations ensuring students have a good understanding of what to
5.4.3 expect in their chosen industry and produce work at least to the standard
expected.
Foster enterprising and entrepreneurial mindsets through a variety of
5.4.4 means, approaches and platforms.

Does Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
Data
from
placement
officer/cell; MoUs
with employers and
industries
Employer
engagement
strategy
FGD
with
instructors, students
and employers

FGD with students
and
instructors,
employers
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Overall Judgment: Criteria 5 – Student Support & Guidance: 5.4 Employability, Enterprise, Entrepreneurship and Skills Development
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
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If so, which areas do they exceed the indicator and what evidence seen?

Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Criteria 6: Progression & Success
Key Question: How good are progression pathways?
Refer to page 67 for scoring guidance

Indicators

Does Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)
FGD with students
and instructors

6.1

Enable every student to monitor their progress and further their academic
development through the provision of regular opportunities to reflect on
feedback and engage in dialogue with staff

6.2

All students develop skills and attributes beyond their academic
achievements including employability skills and personal attribute.

Feedback
from
recent graduates
FGD with students

6.3

At risk students are identified early and appropriate interventions are put
in place to support their achievement.

6.4

Students wishing to progress to further study or employment and selfemployment are given access to relevant information, advice and support.

Feedback
from
recent graduates

Employment/self-employment research skills (e.g. job searches, interview
and CV writing workshops, business planning and pitching) will be a
continuous thread of support throughout the student journey with final
term students being given an additional booster of activities.

TOR of placement
and
counseling
cell

6.5
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Overall Judgment: Criteria 6 – Progression & Success
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
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If so, which areas do they exceed the indicator and what evidence seen?

Would the institution be prepared to share their good practice in the areas identified? Y / N
Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for Action
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Criteria 7: Sustainability
Key Question: How good is sustainability?
Refer to page 67 for scoring guidance

Indicators

Does Not
Meet
Target
(score 1)

Partially
Meets
Target
(score 2)

Meets
Target

Evidence

(score
3)

7.1

The property including land is in the name of institution. If rented, then
the property has been leased for long term and contract is with the
institution.

Land
ownership
certificate,
lease
contract

7.2

Institution takes proactive measures to diversify sources of funding. For
example, by actively seeking additional income through a variety of
business development interventions.

FGD with student,
staff and community
members

Institution has specific policy mandate or decree to strengthen the role of
institution in environmental protection.

Environment
safeguards guidelines
of the institution.

Institution has functional computerized data management system for the
collection, storing and reporting of information related to student
enrolment, retention, promotion, transfer, achievement and employment
status after graduation. and appropriately qualified and experienced staff
are in post to ensure that data is captured accurately and is validated
accordingly

Observation
of
computerized
data
management system

7.3

7.4
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7.5

7.6

Students are engaged in Research and Development

Student project work;
student research work

Institution can demonstrate that all steps are taken to ensure that the
institution complies with financial regulations and that the business is
financially viable and sustainable

Financial Audits. FGD
with students and
parents

126
Quality Assurance Manual 2019

Overall Judgment: Criteria 6 – Sustainability
The below score and % mark are for this aspect only, this will allow you to see which aspects are performing worse/better than others:
Does Not Meet Target

Partially Meets Target

Meets Target

TOTAL SCORES

% SCORE and JUDGEMENT

Assessor Feedback: Strengths
Strengths identified.

Does the institution exceed in any of the indicators? Y / N
If so, which areas do they exceed the indicator and what evidence seen?

127
Quality Assurance Manual 2019

Would the institution be prepared to share their good practice in the areas identified? Y / N

Assessor Feedback: Areas for Development (add more rows as needed)
Area for Development

Action to be taken

By When

Person responsible for
Action
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Appendix 1: Quality Assurance and Quality Improvement Cycle

Policies and
procedures

Self-Assessment
report

Standards
Reviews (Regular
points)

Data Analysis

Observation
Audit

Improved
student
outcomes

Staff Appraisal

130
Quality Assurance Manual 2019

This cycle shows that to improve student outcomes a series of key actions must be taken:

Key Action

Notes

Policies and procedures

These should clearly lay out rationale, mechanism, process, roles and
responsibilities

Data analysis

Analysis of accurate data is essential in understanding what is going on and
developing a realistic view of the current conditions - quantitative

Observation, audit and These actions enable institutions to understand what is going on behind the
staff appraisal
data through observation of processes and approaches being used, audit of
skills and resources. Staff appraisal allows institutions to discuss strengths and
weaknesses with relevant staff, understand their perspective and set clear goals
for future improvement.
Standards Reviews

Regular review points. These can be Termly or every semester or can be more
or less frequent

Self-assessment report

Carried out at all levels i.e. by course, by department. Should capture a true
view of strengths, areas for development and SMART action plan aimed to
bring about improvements.

Appendix 2: The Self-Assessment Cycle (an example)
This is a very comprehensive cycle but ensures that the resulting SAR (Self-Assessment Review) has been
effectively moderated, and the final version is robust.
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Subject Area SARs

Quality
indicators/data sets

Service Area SARs

•

Identifies key strengths and
weaknesses

•

Identifies key strengths
and weaknesses

•

Writes Self-Assessment
report (SAR) and Quality
Improvement Plan (QiP)

•

Writes Self-Assessment
report (SAR) and
Quality Improvement
Plan (QiP)

(to include)

Student views

Subject Area SAR Moderation

Data sets (attendance,
retention, achievement,
progression, destination)
Usage reports

•

Key performance
indicators

•

Subject Area Leads/HoD of QA + SLT
Review
Review and agree grading, SAR and

Service Area SAR
Moderation
Carried out by relevant
managers / leaders in
Standards Review

Observation reports

Subject and Service Area SAR
Moderation

•
•

Carried out by All heads of Departments
and Senior Management / Leaders
Moderate + agree Finalised SAR and QIP

Whole SAR Moderation

Carried out by Vice Principal with
Heads of all departments, head of

Governing Body
Final version present to Governing
Body for final moderation
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Appendix 3: Importance of self- assessment & how to complete it
As part of actions needed for bringing about improvements, it is necessary to assess one’s own performance.
The self-assessment template that has been created will help you assess your current position against targets
and indicators. Self-assessment report should be completed as honestly and as objectively as possible as it is
only then that it can serve as mechanism that you can use to make improvements.

The Self-assessment report serves as a valuable document to be shared with external reviewers to fully
understand the institution’s effectiveness and to take into account the specific strengths, challenges and areas
for improvement faced by the Provider at every stage of the college operations.

Here are some tips and guidance to ensure that you are able to get the most out of your self-assessment:

•

•
•
•
•
•
•
•
•
•
•
•
•
•
•

A Self- Assessment takes into account views from: staff, students and stakeholders, institution’s data
on recruitment and achievement and course evaluation as well as any recommendations made by any
other internal/external inspections and audits.
Leaders evaluate provision thoroughly and the institution’s self-assessment report is detailed, as well
as accurately highlights the key strengths and areas for improvement.
Development plans have SMART targets and are reviewed and updated at least once per year.
Heads of department use performance information competently. They present a clear overview of
quality of the courses that they are accountable for at annual reviews.
Ensure all staff are aware of their role in the quality cycle, the standards expected and the
mechanisms for support to maintain and achieve standards
Produce a quality calendar with dates and expectations at the start of the academic year.
Provide clear guidance on how to complete self-assessment reports together with exemplars.
Self-assessment should be self-critical and fully reflect on the operations of the institution
Include judgements on how well the institution has performed.
The commentary should be easy to read, not overly descriptive.
It must be firmly linked to and underpin the strategic plan and key performance indicators.
Report how and when the SAR was produced, who has been interviewed and consulted, include the
views of students and employers.
Make reference to reports and available data, which has been reviewed to form judgements.
Make judgements that can be evidenced and shared with internal and external agencies.
The process of compiling the report must be totally inclusive.
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Appendix 4: Student Survey Example
Questions for Student Surveys and Focus Group
Institutions adopt different methods to gain feedback from students – these may include online or paperbased survey, telephone surveys with students, feedback forms following student events at the
institution.Below are some sample questions to help gain feedback, these examples are for guidance only.

Teaching and Learning
1

Do your trainers have good knowledge about the subjects they teach

2

Does your trainer use lots of ways to help you learn

3

If you miss a class do you get help to catch up

4

Do you continue to study in your own time

5

Are you making good progress

6

Do your classes start at the agreed time

7

Are the learning objectives made clear to you

8

Are you kept interested in all your classes

9

Do you get on well with and can talk to your trainers

Tests/Assessments
10

Are assessment tasks made clear to you

11

Are deadlines for handing in work clearly stated

12

Do you receive quick feedback on your assignments

13

Is the feedback on your assessments helpful

Organisation of Your Course
14

Is the course well organised

15

When your trainer is away, is there a replacement trainer

16

Are the classrooms you use suitable for your course

Introduction to the Institution (Enrolment)
17

When you first got in touch, was the Institution helpful

18

Did you get information about the Institution, was it helpful

19

Did you find it easy to enrol
134

Quality Assurance Manual 2019

20

Were you told about the range of courses available

21

At the start were you told about the Institution and your course

22

Do you understand how you should behave as a student

The Support You Receive
23

Are the Institution’s Support Services helpful

24

Do you have reviews/tutorials to discuss your progress

25

Do you receive career guidance

26

Are you aware of what you can do after your course ends

27

Do you get information on how to live more healthily

28

Does the Institution provide other activities outside classroom lessons

General Cross-Institution Facilities and Services
29

Are the Institution’s buildings clean & tidy

30

Does the Institution feel welcoming

31

Are the toilets clean and well serviced

32

Do other students behave well when in Institution

33

Is the Student Handbook useful to you

34

Do you have Student Council

35

Is there a Learning Centre or Library

36

Do the Institution cafés provide a good service

37

Is the Institution a safe place to learn

38

Are you satisfied with your course

39

Would you recommend the Institution to a friend

40

Do you like coming to the Institution

Appendix 5 – Student Focus Groups – sample questions
Questions for Student Focus Groups.
Institutions adopt different methods to gain feedback from students – these may include online or paperbased survey, telephone surveys, focus groups with students, feedback forms following student events at the
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Institution. Below are some sample questions that could be used to gain feedback, these examples are for
guidance only.

Student
Experience
Information

Prompts / Questions for Discussion

Student
Enrolment/
Induction

•
•
•
•
•
•
•
•
•
•
•
•

Student Support

•
•
•
•
•
•
•

On Programme •
Experience
•
•
•

•
•
•
Pre-Exit

•
•
•
•

Why did you choose this Institution?
What was the on-line information like? give examples
How did you apply, was it easy?
Did you have an interview; did you complete any tests?
Did the Institution stay in touch with you before you started?
What did you do during your induction/orientation/on-boarding?
Did you receive a Student Handbook?
Were you told about attendance and behaviour policies?
Did you talk about your goals at the start of your course?
Did you take any other tests when you arrived at Institution to help you?
Have you been asked to give feedback on your Institution experience, either in a
meeting, a survey or through the Student Council?
What did the Institution feedback to you during enrolment and induction?
Describe student support, what are the services you can obtain?
If you need any support/help with your health/examination advice/counselling, what
do you do?
If you need help with your studies, what do you do?
If you need to tell someone about a problem, what do you do?
If you want to compliment the Institution, what do you do?
Is there a student council/body/group, and what does it do?
How do you receive information about student council activities?
Are you enjoying your lessons, are they interesting?
What types of activities do you do in lessons?
Is your trainer enthusiastic about the subject and your learning?
Are you making good progress, how do you know, and know how to achieve even
better?
Do you meet with your trainer individually?
Do you have enrichment activities too?
Do you feedback about being at Institution with a meeting, focus group, survey?
Do you have progression/careers/interview sessions?... as a group/1-1?
Do you attend career fairs/employer events at the Institution or externally?
Is there a Career Advisor/Councillor at the Institution?
Do you know if the Institution will help you find a job or help you when you leave the
Institution?
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Appendix 6 – Staff / Employee Survey Guidance
Institutions adopt different methods to gain feedback from staff – these may include online, paper-based
surveys or staff forums.

Contributing to the workplace gives employees a sense of ownership and responsibility. Similarly, staff
surveys help employers measure and understand their employee’s attitude, feedback, motivation and
satisfaction. Such activities will also help leaders and managers to discover how organisation objectives are
progressing.

There are many survey tools available that can be easily implemented.

As well as surveying staff about their experience in the workplace, staff surveys can be implemented to gain
feedback on services offered by different parts of the Institution. For example, the marketing department
may select to survey colleagues about services within marketing.

Survey results are key sources of data that will help inform performance and self-evaluation activity which in
turn will enable implementing improvements.

Defining questions for a survey is a very important activity that requires a great deal of thought and
planning.

Tips:

1. Communicate the staff survey from the top clearly outlining the purpose and objective of the
survey
2. Keeping the survey short
3. Keeping it simple
4. Plan for how you will collate the data
5. Emphasize security and confidentiality
6. Allow plenty of time for staff to complete surveys and be prepared to send out reminders
7. Share results with staff
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Appendix 7 – Employer Focus Groups
Questions for Employer Focus Groups.
Institutions adopt different methods to gain feedback from Employers – these may include online or paperbased survey, telephone surveys, focus groups with employers, feedback forms following employer events at
the Institution. Below are some sample questions, these examples are for guidance only.

Student
Experience Prompts / Questions for Discussion
Information
Employer Engagement •
activities (Open days,
careers days, company •
visits)

•
•

Employer contribution •
to OJT
•

•

Can you describe what activities you have been involved in (with the
Institution) to promote employment opportunities for students
Approximately how many days over the year has your company spent
working with the Institution on the range of activities (described in the
above point)
Are you a member of the Institution’s Board or Employer Forum? and
if so what range of things /topics /activities do you discuss?
Do you find the institution’s meetings and events helpful from an
employer’s viewpoint? If so what are the main things you learn from
this as an employer?
How many OJT places do you offer each year?
How do you monitor the individual student’s progress on the OJT
programme (in your company)?
What is your involvement in planning the OJT programme and
placement activities? (e.g. Are you involved in setting objectives or
targets for students?)

Employer contribution •
to curriculum design

Has the Institution ever asked for your views/opinion/advice/input on
the range of skills student’s need to work in your company?

•

As an employer, what type of advice (if any) do you give to the
Institution?

•

How important is it for your company that Graduates are competent
English/Literacy Language users?

•

To what extent does the current courses being offered provide graduates
with required knowledge, skills and attitudes to be a suitable employee?

•

Have you ever suggested training program that the Institution might
offer which would help develop your workforce?

Employer commitment •
to job opportunities

•

Have you employed students who have graduated? If so how many?
Have you identified a number of graduates which you would employ
full-time each year?
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•

How well equipped/qualified are the graduates you have employed to
work in your company – for example what particular skills do they
bring to your company?

•

Would you recommend the training program offered by the Institution
to other employers?
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Appendix 7 –Data Capture / MIS Review Template
Data Source Prompts

What
How
the
information
information
data does the data stored?
Institution
capture?

How is the information
data utilised to inform
decisions and enhance
the student experience?

Student recruitment data
• Student information
Student enrolment/retention data
As a minimum but not limited to:
• Withdrawals (student activated)
• Dismissals (Institution activated)
• Deferrals (student activated)
• Completion/Graduation
Student Attendance
As a minimum but not limited to:
• Lateness
• Early Finish
Student Progression
As a minimum but not limited to:
• On programme
• Progression from TSLC to
Diploma
Student Achievement
As a minimum but not limited to:
• Internal Examinations
• External Examinations
Student Destination
• To employment and/or further
study 3-month check
• To employment and/or further
study 6-month check

Appendix 9 – Institution Review Template
The following questions are designed to illicit discussion and review around key Institution services.
Findings will help institutions to complete their SAR and quality improvement plans

Services Reviewed
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Prompts for Institution Discussion

Student
Recruitment/Enrolment

•
•
•
•
•
•
•
•
•
•
•
•

Student Induction/Orientation

•
•

Student Support – Also •
consider factors that affect
student experience –
•

Transport/Travel

What do you do to attract students to your Institution?
Do you have entry requirements?
What information do you give students on application?
How do you communicate and keep in-touch with students until
the enrolment stage?
Do you interview each applicant, is it recorded?
What personal information do you capture that may impact on
learning?
Who are the people who manage the process and what expertise
do they have?
Do applicants receive career guidance; is there a dedicated Career
Guidance Advisor?
What placement testing methods are used and when does this take
place?
Do you carry out additional diagnostic assessments?
How do you use placement test/diagnostic results?
How do you verify your recruitment/enrolment processes are
effective?
How do you introduce students to the Institution and their
programme of study?
What information do you share with students?

•

If an applicant or student on programme presents with a learning
disability and or difficulty, how is this managed?
What provision is available to support learning and/or students?
How do you meet the needs of individual students?

•
•
•
•
•

How do you verify student satisfaction?
How do you assure teaching, learning and assessment?
What do you do with feedback information?
Do you offer enrichment/learning enhancement activities?
How do you deal with complaints and compliments?

Living
Accommodation/Family
Commitments
Employment/Financial
On Programme Experience

Pre-Exit
(i.e.
graduating)

prior

to •

•
•
•

Do you interview students prior to graduation, if so what
information do you gather/share?
Do your students have access to careers information prior to their
exit from the Institution?
Do you collect destination information?
What do you do with graduation/Destination information?
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Appendix 10 – Mission, Values & Behaviours
The below is an example, institutions should work together with staff, students and stakeholders to develop
their own mission, values and behaviour statements

Mission;
Transforming lives through education and training.

Aims:
1. To make a leading contribution to the welfare and economic development of our community by
providing relevant, appropriate and up to date curriculum and skills development.
2. To be an inclusive Institution where each individual is respected, valued and safeguarded as part of an
enjoyable, supportive and caring learning and working environment.
3. To motivate achievement of excellence and innovation within a culture of high expectations of
professionalism, integrity, strong work ethics and teamwork.
4. To ensure successful education, training and personal, social, moral, cultural and spiritual development
and welfare for students ensuring that they are well prepared for life and work.
5. To build students’ confidence and employability skills, through excellent careers advice and work ready
training, teaching and training and work experience resulting in progression to further study or
sustainable employment.
6. To achieve consistently high customer satisfaction from students, parents, employers and other
stakeholders.
7. To lead in education and training partnerships for the benefit of all partners and the local community.

Our Core Values:

1. Respect
2. Creativity
3. Support
4. Excellence
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Values and Behaviours
Respectful
Positive Behaviours
Negative Behaviours
Responding positively to the needs Saying it is not my job.
of others
Consulting in meaningful ways and
valuing feedback

Committed behaviour
Adopting a solution-focused
approach in communication
across the organisation.
Asking for opinions/views Providing
feedback
on
and not feeding back consultation in a timely way.
responses.

Being accountable and accepting Blaming others.
responsibility
Fostering a ‘can do’ culture and Stressing the difficulties in
recognising individual efforts
doing tasks, not thanking
people.

Creative
Positive Behaviours
Being open to new ideas and
sharing our own thinking, sharing
good practice, ideas and resources
Encouraging originality and
Respecting individuality

Raising problems or concerns
with suggested solutions.
Showing others how tasks
can be completed. Thanking
people and recognising their
efforts.

Negative Behaviours
Committed behaviour
Not contributing to staff Sharing
resources
with
development/meetings or in others.
staff sharing sessions.
Negatively judging those Trying
out
alternative
whose
approaches
are methods.
different to ours.

Being proactive about our own Non-attendance at learning Identifying
development
learning
and
professional and development activities.
opportunities for self and
development
team.

Supportive
Positive Behaviours
Being empathetic and responsive to
others' personal and professional
needs
Communicating openly and making
information accessible

Negative Behaviours
Committed behaviour
Not responding to requests Pro-actively
supporting
or questions from others.
others through mentoring and
sharing.
Not
sharing
relevant Identifying best opportunities
information or rationales.
and appropriate channels to
share
information
and
feedback.
Giving and accepting constructive Ignoring feedback and being Taking feedback on board
feedback positively
overly critical when feeding and
adapting
back to others.
behaviours/practices.

Excellent
Positive Behaviours
Delivering to the highest standards
whilst seeking always to improve
Identifying and rewarding effort
and good practice
Measuring
ourselves
against
benchmarks and best practice

Negative Behaviours
Not recognising the need to
develop and improve.
Failing to appreciate effort
and good practice of others.
Ignoring
targets,
international
benchmarks
and examples of good
practice.

Committed behaviour
Inviting others to feedback
and review own work.
Thanking
others
and
complimenting hardwork.
Utilising benchmarks when
reflecting on own work.
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Appendix 11 – Institution Quality Improvement Plan (sample)
Area:

QIP author:

Date:

Note: Review your self-assessment report and following identification of areas of weakness/areas to improve identify the actions and outcomes you plan to make the
improvements. Prioritise your actions - it is better to focus on 5/6 rather than on 10/12

Ref. No

Issue

Action

Measurable outcome

Outline the issue

Outline what action you will take to deal with the issue

How will you know the outcome has been
achieved, ask yourself ‘what should the
action lead to?’
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Target
Date

Monitoring
responsibility
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Courses significantly underperforming against institution targets

Course

Issue

Action

Measurable outcome

Target
Date

Monitoring
responsibility
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Please attach your completed Quality Improvement Plan for the previous year.

Actions that have not been completed MUST be transferred to the new QIP

Signed

Date

Agreed by (Senior Manager/Leader)
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Appendix 12 - Initial Assessment Checklist
•

Use this checklist to support you to carry out a full and thorough initial assessment of students. This
should be carried out during enrolment and / or induction. You might check some or all of the below,
please adapt to your needs:
o Career preferences and suitability
o Qualifications and achievements
o Aptitude and potential
o Prior learning and experience
o Basic skills need (literary, numeracy, ICT)
o Learning difficulties
o Interests and hobbies
o Learning styles
o Personal effectiveness
o Personal circumstances which may affect learning

•

Which methods do you use to collect the information and how do you decide which you should use?

•

Do the methods provide a clear picture of the learning support needs of each Student?

•

How do you evaluate the effectiveness of the tools you use?

•

Do you undertake diagnostic assessment of those Students who are found to need support with basic
skills where these are a requirement of the learning programme?

•

What information about the students’ do you seek to gather from external sources?

•

Useful methods for collecting relevant information from the student can include (please note this is
not an exhaustive list):

o
o
o
o
o
o
o
o

Application forms
References
Interviews
Formal tests
Self-assessment questions
Observed whilst carrying out activities
Previous educational reports
Records of achievement and/or progress files
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Appendix 13: IV and EV (Internal and External Verification)
The quality process can be broken down into two main categories:

•

•

Quality Assurance which consist of activities such as:
o Assessment
o Achievement
o Internal verification (IV)
o External Verification (EV)
Quality improvement which consist of activities such as:
o Evaluation and feedback
o Sustained improvement
o Changing to meet need

The Internal Verification process is designed to enable teams to carry out moderation. IV can be used in a
number of different
ferent situations, for example:

•

Teaching teams may want to moderate how marking is carried out across a specific subject.
Are all trainers using similar
lar / same criteria for judgments? Are some too lenient or some
too harsh. Is feedback to students consistent and helpful.

There are two main questions and resulting action:

Yes Response

No Response

External Verification is a review, inspection, quality visit carried out by an external source such as an official
reviewer or inspector. External verifiers will normally confirm that the Institution’s internal verification and
quality processes are working effectively and being applied consistently.
con
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Appendix 14 – Sample SoW (Scheme of Work)
Scheme of Work (SoW)

A guideline that defines the structure and content of a whole course.
Maps out clearly how resources (e.g. books, equipment, time) and class activities (e.g.
trainer-talk, group work, practical, discussions) and assessment strategies (e.g. tests, quizzes,
Q&A, homework) will be used to ensure that the learning aims and objectives of the course
are met successfully.
Will normally include times and dates.
Usually an interpretation of a specification or syllabus and can be used as a guide
throughout the course to monitor progress against the original plan.
Schemes of work can be shared with students so that they have an overview of their course.
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Scheme of Work Template

Course Title / Level

Session

Subject/Topic

Course Duration

Teacher

2 year, 6 weeks etc

If there is more than one teacher you
can list the teacher per subject here

Learning Outcomes/Objectives

Teaching Methods

Start/End Dates

Resources
Needed

Assessment Methods

number
Use one
row for
each
session.
E.g.
Week 1
may have
2
sessions

Quality Assurance Manual 2019

Main learning outcomes. Would be Example: demonstration, whole group
discussion, small group discussion,
good to include:
debate, online research, teacher
presentation. Include any notes for
differentiation (how the teacher plans
• Any employability skills that will
to work with those who need
be developed
• Any functional skills that will be additional help or those who are ahead
of the rest)
developed

How are you going to
test that learning has
taken place? Examples:
•
•
•
•
•
•

essays
practical classes
formal examinations
group work
tests
Student presentation
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Appendix 15 – Sample Lesson Plan
A lesson plan is a trainer's detailed description of the course of instruction for one class. A daily lesson plan
is developed by a trainer to guide class instruction. Details will vary depending on the preference of the
trainer, subject being covered, and the need of students.

The key parts of a Lesson Plan include:

Includes the goal (what the students are supposed to learn)
how the goal will be reached (the method, procedure)
and a way of measuring how well the goal was reached (test, worksheet, homework etc)
Aims
Aims set out to answer 2 questions: What is the purpose of this programme or module? AND What is the
programme or module trying to achieve?

Objectives and Learning Outcomes

Objectives are statements of what you are setting out to teach. Although expressed as if the
students were going to learn it
Outcomes (more accurately “desired outcomes”) are statements of what you might assess.
You may not end up assessing all of them, but they are statements of what a student will
know or be able to do, if she or he has learned everything in the course or session
For practical purposes, objectives and outcomes ought to be the same thing—particularly if
you are specifying them before you start teaching
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Sample of Lesson Plan

Course Title

Week/Date

Subject

Trainer

Time

Trainer Activity
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Student Activity

How will you assess that Wider
skills
developed Resources required
students have achieved (employability, soft skills,
activity
ICT,
English/Literacy,
maths)

Differentiated Learning:

Tip: This approach enables trainers to add activities that meet needs of specific students. It ensures that all students have equal and appropriate access to the
learning experience. For example, if you have a student who is less able you might have simplified excercises for them. If you have students who are quicker, you
might have extension exercises. You might want to pair up students in a particular way, this can be captured here. There are many ways to differentiate, further
research on this topic will give you some great examples

Homework / Additional Reading /Assignments:

Trainers Review of session (what worked well? what didn’t work and why? What changes would you make to improve?

Student’s evaluation of session
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Tip: Ask students what they liked, didn’t like, what were the highlights of the session or one key learning point. Us this to adapt this session in the future. Asking
students for feedback also helps them to be more engaged with their own learning.
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Appendix 16 – Promoting Equality & Diversity in the Class
In the classroom:
When resources are produced have you considered the diverse range of students in your group? Male, female,
age, culture, ethnicity, learning difficulties, disabilities etc
Use a variety of teaching methods and assessment methods to meet different backgrounds and abilities
Manage discussions in your group so that everyone gets a chance to speak. Make sure that those who are shy
or less confident get a chance and help those who are over confident to give others an opportunity.
Materials are sensitive to gender, age, ethnicity etc.
Have you allocated sufficient time for activities to be completed? Some students may be slower and some too
fast, how will you manage this.
In handouts:
Leave lots of space so that there isn’t too much text, this helps students to absorb the information more easily
Use a clear font
Use larger fonts if needed
Avoid too much jargon and keep language simple. Make sure that jargon and technical terms are explained.
Encourage students to keep a glossary of terms
Use images, diagrams, pictures to help students understand and retain information
Use coloured paper as some people find it easier to read if the background is a different colour
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Appendix 17: Teaching Observation Template
DEVELOPING TEACHING AND LEARNING THROUGH OBSERVATION

Name of /Trainer

Name of Observer

Programme Area

Course/Programme
(Code and Name)

Institution

Level(s)

Date & Time

Length of session

Number of Students on Register
Number of Students present
% Successful Completion in previous
year

Observation Length (hrs)
Average % Attendance
% Students Retained since course start
% Successful Completion in current
year

Strength
Area
for
Development

Standards

Meeting
expectations

Comment on steps taken to manage
retention,
non-attendance
and
punctuality:

Provide a comment on any Strength /
Area for Development

Achievement and Progress in Learning
Students are engaged and making noticeable progress
in learning.
Standards of work produced are appropriate to the
level of qualification.

Participation and Enjoyment in Learning
Students are respectful of their peers and tutor/trainer.
Students demonstrate a positive attitude to their
studies and work.
The pace is appropriate to the needs of the Student(s).
The language used is appropriate to level and needs of
Students.

Learning Experiences: Meeting the Needs of Students, Employers/Community
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The results of initial, diagnostic assessments and any
additional learning needs are used in planning for
differentiation.
Opportunities are taken to develop employability,
entrepreneurial and work-related skills where
appropriate.
Opportunities are taken to develop independent
research, analytical, critical, evaluative and thinking
skills where appropriate.

Strength
Area
for
Development

Teaching, Learning and Assessment

Meeting
expectations

Planning documentation takes account of the
development of literacy and numeracy skills and
varied Student ability with appropriate action
planning.

Provide a comment on any Strength /
Area for Development

Range and quality of teaching/training approaches. The focus should be on the impact of teaching/training
strategies on learning.
Subject/ technical knowledge is current and is
demonstrated and communicated with clarity.
Planning is effective and clear learning aims and
objectives are shared and revisited within the session.
A range of teaching and learning methods and
resources are used to effectively stimulate interest
and challenge the Student(s).
Teachers/Trainers motivate and challenge Students to
apply and extend their knowledge/skills within the
session.
Differentiation is planned to enhance the Student
experience.
Questioning is planned and targeted to engage,
stretch and challenge Students of different ability.
Support for learning is planned effectively (e.g. staff
use of Learning Support Staff where needed
/supporting resources /methods).
Learning Technology is used to enhance and support
learning (within the lesson and/or beyond including
Moodle/Google Classroom).
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Area
for
Development

Strength

Meeting
expectations

Teaching, Learning and Assessment

Provide a comment on any Strength /
Area for Development

Assessment of and for Learning. The focus should be on the impact of assessment on progress.
Assessment strategies take into consideration the
Students’ needs, are clearly planned and shared with
Students.
Formative and summative assessment is planned and
used appropriately to monitor progress in learning and
utilised to inform planning.
Teachers/trainers track and keep records on the
progress of each Student and set aspirational targets to
ensure progress.
Oral and written feedback/marking is regular and
timely informs Students how well they are doing and
what they can do to improve.
Students are acting on the feedback given.
Students are involved in assessing their own progress
and achievements and in setting their own learning
targets.

Area
for
Development

Teaching and Learning

Meeting
expectations
Strength

There is evidence that Literacy/Numeracy marking
guide is used to annotate Student feedback and is
resulting in a positive impact on performance.

Provide a comment on any Strength /
Area for Development

Learning Experiences:
Opportunities are taken to promote a bilingual ethos in
the classroom/session.
Opportunities to embed English is planned within the
scheme of work.
Resources are available bilingually(English and Nepali).

Learning Experiences: Education for Global Citizenship
Opportunities to embed Global Citizenship are planned
within Scheme of Work.
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Opportunities are taken to help Students to develop the
knowledge, skills and values of Global Citizenship
(where appropriate).

Specific examples of exemplar practice that can be shared with others that has a positive impact on Student
progress.
Only if applicable:
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FEEDBACK
Recording Discussion Outcomes
Record any
themes/
criteria discussed with
Students

Record
any
themes/
criteria discussed with
member of staff
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Personal Development Plan
The prioritised actions below should be agreed by observer/observee and be reviewed during the Annual Performance / appraisal Review
Area for Development

Action required

Measure of Progress

By When

By Who

If there are significant areas for development that have impact on progress in learning, is a re-observation required?

Yes

Please indicate any additional support that the observer will arrange:

Other (please state):

Line Manager

Mentor

Observer’s Signature

Date

Staff Signature

Date
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No
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Appendix 18: Assessment: classroom v workplace
Assessment:
•

Is about checking that learning has taken place

•

It does not matter how friendly, supportive, interactive you are if no learning is taking place then you
need to improve

•

Check learning at several points in your session not just at the end

•

Assessment drives learning

Different ways to assess in the classroom:
Observed tasks
Tests – spoken and written test
Surprise tests
Asking effective questions
Presentation
Projects
Different ways to assess in the workplace:
Assessor training for those going to visit the trainee in the work-place
Observation
Witness statement (supervisor or peer)
Assessor asks questions to make sure that student knows his/her theory and under pinning
knowledge
Evidence - portfolio

Appendix 19: Initial Assessment and Diagnostic Assessment
Initial assessment

Initial assessment can:

Initial assessments can be used to help to find •
out about students as individuals, and to identify
any particular aspects which might otherwise go
unnoticed. It's best to do this prior to the •
programme commencing. This will allow time
to deal with any issues that might arise, or to
guide students to a different, more appropriate
•
programme if necessary.

Allow for differentiation and individual
requirements to be planned for and met.

•

Give the student the confidence to negotiate
suitable targets.
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Ascertain why the student wants to take the
programme along with their capability to
achieve.
Find out the expectations and motivations of
the student.
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•

Identify any information which needs to be
shared with colleagues.

•

Identify any specific additional support
needs.

Diagnostic assessment

Diagnostic assessment can:

Diagnostic assessments can be used to evaluate
a student's skills, knowledge, strengths and
areas for development in a particular subject
area. It could be that the student feels they are
capable of achieving at a higher level than the
diagnostic assessments determine. The results
will give a thorough indication of not only the
level at which the student needs to be placed for
their subject, but also which specific aspects
they need to improve on. Skills tests can be used
for students to demonstrate what they can do,
whereas knowledge tests can be used for
students to demonstrate what they know and
understand.

•

Ascertain learning preferences e.g. visual,
aural, read/write and kinaesthetic.

•

Enable students to demonstrate their current
level
of
skills,
knowledge
and
understanding.

•

Ensure students can access appropriate
support.

•

Identify an appropriate starting point and
level for each student.

•

Identify gaps in skills, knowledge and
understanding to highlight areas to work on.

•

Identify previous experience, knowledge,
achievements and transferable skills

Diagnostic tests can also be used to ascertain
information regarding English/Literacy, maths, •
and information and communication technology
(ICT) skills. Information gained from the results
of these tests will help trainers plan to meet any
individual needs and/or to arrange further
training and support if necessary. Diagnostic
assessments can be used as part of the
information, advice and guidance (IAG) service
if applicable.

Identify specific requirements: for example,
English/Literacy/Literacy, maths and ICT
skills.

Appendix 20: What makes a good OJT experience
What makes a good OJT (On the Job Training - work placement) experience?

1. Tailored
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Different courses and levels of study require different workplace experiences. Students may require tailored
experiences dependent on their individual needs and abilities.

2. Real and Meaningful
Every workplace experience should include meaningful, real-world tasks and activities which correspond
with their ability and qualifications, while offering the opportunity to ‘stretch, challenge’ and learn on the
job. Where possible this should include an accurate replication of workplace shift patterns.

3. Mutually beneficial
Whilst benefitting the student, each experience should also benefit the employer, challenging them to invest
time and knowledge transfer in the future workforce. Placements within any industry should offer the
employer reason to engage and to devote time to supporting a student.

4. Meets expectations
Each student and employer should be suitably prepared for what the experience will offer. This should
include a period of research for the student, potentially an application and interview process and a suitably
detailed induction schedule to clarify expectations.

5. Roles & Responsibilities
These should be clearly identified and communicated. Similar to a contract of employment, this should lay
out clearly each party’s roles and responsibilities.

6. Supported
Institution staff are required to establish and maintain strong links with employers in the local area, and more
widely where appropriate. They should also support students while on OJT.

7. Feedback
Is a key component of every OJT experience? Constructive feedback, either strengths or development needs,
is important, both in the form of ongoing feedback and as an appraisal or exit interview when the OJT
experience has concluded. This should feed into future OJT placement and curriculum development

8. Enjoyable
To fully benefit from a work placement, each student and employer should find it both enjoyable and
challenging. At this crucial introduction to the world of work, a positive experience for all will strengthen
employer/institution relations and improve students’ employment prospects.
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9. Resourced
Sufficient institution resource should be given to employer engagement and staff allocated adequate time to
conduct this and business development activities in order to meet the increased demands of work placements
and other activity.

10. Followed up
Institution should routinely evaluate work placements – involving the employer and student to
ensurecontinuous improvement.
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Appendix 21: Sample CPD Plan
Example 1: CPD at Strategic level for the organisation - Sample
Strategic priority
Action
Success criteria
To continue to develop and support To offer accredited course for all Enhanced
management
skills.
first and middle line managers in order managers
Minimum of 5 staff accredited by 31st
to enable them to fulfil their
July 2019.
responsibilities
Managers feel more confident in
holding
honest
but
supportive
conversations with their staff. One to
one regular management meetings
established across the Institution.
To ensure all staff are aware of and
supported
in
fulfilling
their
responsibilities in relation to equality
issues

Deadline
On going

By the end of
Term 2

To hold mandatory training for all staff
covering the responsibilities in terms of
the law, their commitment as employees
and
the
need
to
challenge
inappropriateness
To provide the appropriate skills-based Run a bespoke training course and
training to enable manager and staff to provide other resources as required.
use competency-based appraisals in an
effective manner.

All staff are clear on their personal By the end of
responsibilities and feel they have the Term 2
skills to challenge inappropriate
behaviour

To support staff in providing challenge To provide on-going training, coaching
for Students through well-paced and and peer observation in planning
stretching learning sessions.
learning and developing approaches to
fully stretch Students.

Training implemented with positive Ongoing
staff feedback.
Peer observations conducted by
teaching staff.

Staff appraisals completed.
High satisfaction rate for appraisals

Student attendance, retention and
achievement improves by 2%. 90%+
of Students surveyed state that their
trainers challenge them to do their best.
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31st July 2019

Lead

Cost

Example 2: CPD at Department/Faculty Level

Strategic priority
To ensure all managers are given the
opportunity
to
develop
their
management skills so that they can fulfil
their responsibilities, particularly in
relation to performance management

Action
Ensure needs of managers identified
through appraisal are met.
Encourage
managers
to
attend
appropriate training.
Monitor that managers are effectively
line managing their staff.

Success criteria
Deadline
Student success rates at or April 2019
above national averages.
Managers complete at least 2
meetings term with the staff
they line manage
Improved staff satisfaction in
staff surveys

To ensure all teaching staff are aware of
and supported in their responsibility to
promote quality, diversity and Inclusion
with their Students

To build on the session held in October
2018 and plan a materials development
session for all Faculty staff with the aim
of producing materials for staff to use
with their Students. To encourage staff
to attend training on January. To plan
additional, follow up sessions as
appropriate

All staff have the skills to March 2019
challenge
inappropriate
behaviour and the materials to
be able to promote diversity
with their Students.

To support staff in providing challenge
for Students through well-paced and
stretching learning sessions which
develop all their language skills
including widening their vocabulary

Arrange sharing best practice sessions as Staff know how to teach
standard item at Institutions meetings.
vocabulary development and
Students
widen
their
Deliver training event on ‘setting goals’ vocabulary
for all staff.
Improved attendance (90%)
retention
(92%),
and
achievement (94%)
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Lead

Cost
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Appendix 22: Preparing for Industry 4.0
Industry 4.0 is the term used to describe the fourth industrial revolution which has already changed the
way businesses function and has provided many opportunities. Recent advancements in technology and
increased connectivity has seen sweeping changes in existing job roles where the impact of Industry 4.0
highlights the following:

•
•

Job creation – new job roles necessary for a changing or new industry
Job extinction - where certain jobs become obsolete or redundant

The challenge to TVET providers is to equip young people with the skills needed now and in the future. It
needs to promote the development of a diverse and complex set of competencies for the labour market.
To function in society and work, digital skills and the use of technology is really important. As time goes
on it will become essential and critical – so:

•
•
•
•
•

Curriculum and teacher development must take into account the need for Industry 4.0
awareness and the inclusion of the required skills.
Increase digital literacy/competence for all
Varied and wide use of digital platforms/technology to support teaching and learning and
within the learning environment
Increase employer engagement activities to ensure inclusion of industry 4.0
Policies and strategies must be in place to support the industry 4.0 agenda.

Ways to ensure that staff, students and employers are supporting goals to improve digital awareness and
skills:

•
•
•
•
•

Invite stakeholders/partners to speak about Industry 4.0 and its impact on local and national
industry needs.
Student visits to organisations that have embraced industry 4.0 to see the impact and relate to
their own skills development
Ensuring that ICT and digital literacy is fully integrated in all curricula
Invest and develop in a suitable infrastructure and resources to support and increase student
and staff digital competency
Increase links with local and national stakeholders

Appendix 23: Developing a strategy for improving digital skills and e-learning

1.

Vision and Strategic Planning
o

What is your vision for development of e-learning and digital skills within your
organisation?

o

How will the vision and strategy be communicated across the organisation?
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2.

3.

o

How will this strategy relate to other strategic plans?

o

Who in terms of job roles will be managing the strategy?

o

How will you evaluate the effectiveness and impact of the strategy?

o

What are the local, regional and national strategic priorities that may inform your
digital strategy?

Learner Support
o

How is technology currently used to deliver training?

o

How could you use technology to enhance training?

o

How is technology used to provide additional support to learners?

o

How is technology used for communication with learners?

o

How could you make use of electronic communication to improve
communication between staff, learners, employers and other stakeholders?

o

How is technology used to ensure that learners have the necessary ICT skills to
access the learning and support you deliver?

o

How could you ensure that through initial and on-going assessment learners have
the necessary ICT skills to fully benefit from the learning and support you offer?

o

How is technology used to set targets and record progress and achievement?

o

How could technology help your staff and learners to set, record and review
targets?

o

How could technology assist you in obtaining accurate and detailed information on
learner progress and achievement, as and when you need it, in a form that meets
your needs?

Teaching and Learning
o

How is technology currently used in teaching and learning? What contribution
does it make?

How can you realise the potential of technology to personalise learning? (i.e
learning that caters for a range of abilities and learning styles)
o How can you realise the potential of technology to offer flexible learning? (i.e that
gives learners choices about where, when, and how learning occurs)
o

o

How will different delivery models (eg options for learners to access learning
resources in the workplace or at home) affect the different programme areas?

o

How can learners access learning on and off the job?

o

What e-learning resources are already in use and for what purposes/occupational
areas do you need to identify and acquire e-learning materials and resources?

o

What resources are available to you free and what do you need to buy?

o

How will you ensure that the development of learning resources will meet
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requirements and need
o

4.

5.

How do you currently make use of the Internet in teaching and learning? Can this
be enhanced by increased or improved use of the Internet? How?

Staff Development
o

What systems are in place to review staff needs and skills in ICT?

o

What ICT/e-learning staff development activities are you planning towards the
achievement of your digital strategic objectives?

o

How do you plan to address staff ICT development needs on a regular basis?

o

How do you make use of ICT champions/enthusiasts?

o

How will you co-ordinate and integrate the work of ICT champions/enthusiasts
into a staff development programme and ensure that all staff have access to these
individuals?

o

How will you assess the impact of staff development?

Assessment and Verification
o

What is currently used for portfolio building and assessment?
How can technology help?

o

How can assessment procedures/ learner tracking become more efficient?

o

What occupational areas will be affected by changes to assessment procedures?

o

What procedures within your organisation will be affected by changes to
assessment procedures?

o

Does online testing play any part in testing for technical certificates and key skills?
How?
In which programme areas?

o

How might you implement online testing in programme areas where you do not
offer it, but where it is endorsed by the awarding bodies?

Who would it affect?
o How could you enhance e-assessment further by offering testing as and when the
learner is ready at a location that suits them?
o

How is technology used in Internal Verification practices?
Who will be affected by any changes?
How might you use technology to plan and manage Internal
Verification?

o

6.

What organisational policies and procedures will be affected by changes to
verification practices?

Infrastructure and Equipment
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o

To what extent do staff, learners and employers have access to resources;
hardware and software, required to carry out their roles?

o

What resources; hardware and software, are required for staff to fulfil the
organisation’s digital/ICT vision?

o

How will you ensure staff, learners and employers have the necessary access to
resources and equipment at all learning and assessment locations?

o

Does your organisation have a network, (computers/laptops connected either by
cabling or wirelessly)? What additions or changes do you need to make to your
network status to support your planned ICT development?

o

What is the present situation regarding internet connectivity at your organisation’s
premises, employer sites and learner homes?

o

What action, if any, do you need to take to achieve internet connectivity with
appropriate bandwidth at your own premises?

o

How do you plan to overcome the problem of learners not having internet
connectivity;
In the workplace
At home

o

To what extent are learners, employers and staff able to access required electronic
resources?

o

Do you need access to a comprehensive on-line learning platform, such as a
Virtual Learning Environment (VLE) or website in order to deliver your electronic
resources to stakeholders?

o

What is the best way to obtain such access (e.g. purchase, hosting from a third
party)?

o

What technical support is currently available to staff?
Internal?
Outsourced?

o

How do you plan to ensure that technical support will meet the needs of learners
and staff?

Who has ownership and responsibility for maintenance of the technical
infrastructure and equipment?
Managing and Implementing ICT and e-Learning
o

7.

o

Funding
How will you finance your Digital/ICT strategy objectives?
How will you ensure that appropriate finance enables sustainability of
the outcomes of your ILT strategy objectives?
Are you currently in receipt of any ICT/Digital//e-learning grants?
Do you plan to bid for any future ICT/e-learning grants?
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Are there any funding streams that the organisation receives, that are
not specific to ICT/e-learning that you can use to supplement the
ICT/e-learning budget?
o

What procedures will you put in place to ensure that the ICT strategy objectives in
your action plan are achieved against the targets set?

o

What procedures are in place, or how do you plan, to monitor and the review the
ICT strategy?

o

How do you communicate the ICT strategy and action plan to all staff?

o

How will you fully engage staff in the organisation’s vision for ICT, the strategy,
its objectives and the action plan?

o

Are you currently engaged in any partnership arrangements to develop or utilise
ICT/e-learning?

o

Who are the external organisations who you could involve in the development of
ICT/e-learning, and how can you develop relationships and partnerships with these
organisations to implement ICT/e-learning projects?
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Appendix 24: Industrial Updating of Trainers
Ensuring that trainers are in constant touch with their industry is crucial if trainers are to ensure that the
learning in the classroom is relevant and up-to-date. Institution leaders will need to ensure that there are a
number of mechanisms in place to enable the industrial updating of trainers. Any mechanism that is
implemented should have written procedures and formats to capture the training as well as formats to
ensure that trainers use their experience not only for personal professional development but also are able
to bring their refreshed knowledge and skills into the classroom.

Step one would be to develop a strategy or action plan that informs all staff of this goal.

Development of trainers’ skill should be a part of their on-going training and development and as such
these activities should be captured in training records for each member of staff who undertakes such
activity. A range of activities that trainers could undertake are as follows:

•
•

•
•
•

•
•

Reading about updates in their industry through printed materials or online
Arranging:
o Regular visits to industry partners
o Speakers from industry partners to visit learners at the institution
o Take a group of learners to the industry
o Spend some time working or shadowing in the industry. This can be done in a
variety of ways:
Two-week or one-week block placement going back into industry at a
time that is suitable for all parties and does not affect the student learning
cycle
One or more days in industry, two or three times over the academic year
Any other combination of the above two points that work best for all
parties
The trainer should be provided some way to capture his/her industrial updating, perhaps
on a personal development plan.
Before going out to industry the trainer should seek permission and sign off from his/her
institution
The trainer should indicate how he/she will use this updated learning in their teaching,
this should be followed up by relevant managers to know the outcome and impact it has
had on learners and the trainer
Leaders and managers should celebrate and acknowledge such activity to ensure that the
trainer remains motivated
The institution should also acknowledge the employer for enabling this training.
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Appendix 25: Criteria for Selection of Institutions under Performance Grant
Table25.1:EligibilitycriteriaforTSLC and /or Diplomaoffering institutions for performancegrants
Criteria
Yes/no
Supporting
a) Duly formed Institution Management Committee inplace
Documents
Minutes
and records of
• Institutional Management Committee (IMC)/
Management Committee are
governing body formedaccordingto Rules and
disseminated/available
Regulations
b) Disclosure of statements of accounts and audit reports
for the last threeyears
• Statements of accounts have beendisclosed
• Audit report
• If there were audit objections, at least 50% of
the audit objection havebeenresolved
• Tax Clearance certificate for the last three years
(for private only)/VAT registration
c)

Graduated at least threebatches

d) Minimum enrollment and courses

•
•

At least 75 students (each cohort)
Runs at least two courses

d) Agree to provide baseline data and other necessary

information to theSecretariat
• Agree to provide baseline data on institution
assets/account,
students,teachers,academicdetails
e) Agree to prepare a Institutional Development
Plan that includes Yearly PlanofOperation
(YPO)
with
activities,
timeline
and
resourceneeds and complies with the ESMF
requirements of EVENT II
Tobeeligible toforapplying the performance grant,alltheabove-mentionedcriteriashouldbemet(yes).
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Annex I: Criteria for Selection of Institutions under Performance Grant

Table5.1:EligibilitycriteriaforTSLC and /or Diplomaoffering institutions for performancegrants
Criteria
Yes/no
Supporting
b) Duly formed Institution Management Committee inplace
Documents
Minutes
and records of
• Institutional Management Committee (IMC)/
Management Committee are
governing body formedaccordingto Rules and
disseminated/available
Regulations
e) Disclosure of statements of accounts and audit reports
for the last threeyears
• Statements of accounts have beendisclosed
• Audit report
• If there were audit objections, at least 50% of
the audit objection havebeenresolved
• Tax Clearance certificate for the last three years
(for private only)/VAT registration
f)

Graduated at least threebatches

g) Minimum enrollment and courses

•
•
e)

At least 75 students (each cohort)
Runs at least two courses

Agree to provide baseline data and other necessary
information to theSecretariat
• Agree to provide baseline data on institution
assets/account,
students,teachers,academicdetails

e) Agree to prepare an Institutional Development
Plan that includes Yearly PlanofOperation
(YPO)
with
activities,
timeline
and
resourceneeds and complies with the ESMF
requirements of EVENT II
Tobeeligible toforapplying the performance grant,alltheabove-mentionedcriteriashouldbemet(yes).
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