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I. INTRODUCTION

The SQA is mandated under the Samoa Quialifications Authority Act 2010 to:

e Work with national stakeholder groups to ensure standards and training requirements are
established in particular for trade, technician and professional occupations

¢ Regulate qualifications and quality standards for all the Post-School Education and Training
providers in Samoa

The development of Samoa Qualifications and National Competency Standards for trade,
technician and professional occupations through the input, participation and endorsement of
industry and other stakeholders fulfils the first mandate above, and assist with fulfillment of the
second.

1. Purpose of this Document

This document contains the operational guidelines for the development of proposed Samoa
Quialifications and National Competency Standards. It is designed to be used by SQA staff in
particular the QS Division who are responsible for coordinating and facilitating the development of
proposed SQs and NCSs for priority occupations.

This document consolidates into one document the processes and information contained in the
(now superseded)

o SQA Guidelines for Development and Registration of National Qualifications
SQA Guidelines for Development of National Competency Standards
e SQA Technical Guidelines for Drafting National Competency Standards

2. The Samoa Qualifications Framework (SQF)

Samoa Qualifications and National Competency Standards are aligned to the Samoa Qualifications
Framework which is a 10-level classification structure indicating the levels and types of quality
assured qualifications.

Each level of the SQF is characterised by level descriptors that define the qualification in terms of
knowledge, skills and application.

Quialifications registered on the SQF are listed in terms of its purpose, outcomes, credit value,
components, and in the case of Levels VII-X, entry criteria and relationship to other qualifications.

Qualification components at higher or lower levels can be incorporated into qualifications according
to guidelines set in the credit point description of each qualification level.

The Samoa Qualifications Framework

LEVEL QUALIFICATION
X DOCTORATES
1X MASTERS

POSTGRADUATE DIPLOMAS, POSTGRADUATE
CERTIFICATES, BACHELOR WITH HONOURS

BACHELORS, GRADUATE DIPLOMAS,
GRADUATE CERTIFICATES

Vi

Vil

Vi
DIPLO
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The SQF includes two broad types of registered qualifications.

2.1 Provider Qualifications

Provider qualifications are those developed and awarded by a registered PSET provider.
2.2 Samoa Qualifications

Samoa Qualifications are those developed to meet a specific priority national need or interest, and
whose development has involved, and has widespread endorsement by, the appropriate national
industry, profession or community related to the qualification learning outcomes.

3. Samoa Qualifications

Samoa Qualifications recognise achievement of National Competency Standards that are
developed and endorsed by appropriate national stakeholder groups, including representatives of
industry, community, professional associations and related government entities.

Samoa Qualifications are characterised by:

¢ Involvement of appropriate national industry, professional and community groups in their
development and endorsement

e Components for which there is portable credit

¢ Recognition of broad transferable generic skills as well as specialised industry and
professional skills and knowledge

o A flexible structure providing learners with attainable milestones, career options and flexible
gualification pathways

4. Role of SQA
SQA'’s role in the development of Samoa Qualifications and National Competency Standards is to:

4.1 Facilitate and Coordinate Development of SQs and NCSs

SQA'’s facilitation and coordination role involves:

Activities Responsible
SQA Division
= Setting strategic policy for the development and application of Samoa Qualifications RPP

and National Competency Standards

= Spearheading development of Samoa Qualifications and National Competency Qs
Standards for targeted Sectors/Industries

» Establishing Sector Advisory Groups for Sectors or Industries in which no national Qs
representative group exists

» Contracting of panels or individuals to write the Samoa Qualifications and National QS
Competency Standards

* Maintaining a register of Samoa Qualifications and National Competency Standards QA

»= Dissemination of Samoa Qualifications and National Competency Standards for the Qs
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Activities Responsible

SQA Division

information of PSET Providers and the public

4.2 Provide Assistance

SQA is able to provide assistance at any point in the development process and to facilitate
workshops for sector advisory group members or developers.

I1. DEVELOPMENT OF SAMOA QUALIFICATIONS & NATIONAL COMPETENCY
STANDARDS

Overview of Process

PHASE

ACTIVITIES

TEMPLATES

NEEDED APPROVAL'

1. SITUATIONAL

1.1 Background research

Background Research

EMT: Approve to

& NCSs

Costing of activities

ANALYSIS Paper commence full
Situational Analysis
1.2 Skills Needs Survey Survey of Skills Needs EMT: Survey &
Targeted Participants
List
1.3 Stakeholder Attendance Record EMT: Consultation
Consultation Record of consultation | preparations
feedback
1.4 Situational Analysis Situational Analysis BOARD: Approve
Report Report development & SAG
set-up
2. WRITING 2.1 Establish Sector SAG membership
PROPOSED SQS Advisory Group Minutes SAG Meeting
& NCSS 2.2 Decide scope of SQs Schedule of activities SAG: Scope of SQs &

NCSs

2.3 Contract SQs & NCSs
Writers

Contract

Samoa Qualification
NCS

SQ Checklist

NCS Checklist

BOARD: Contract for
SQs & NCS Writers &
Selected contractor

2.4 Prepare Vetting
Drafts of proposed SQs &
NCSs

Vetting Checklist
Vetting Feedback

2.5 Prepare Validation
Drafts of proposed SQs &
NCSs

Response to Vetting
Feedback

Publication Format

! Approvals beyond that of the ACEO QS are listed here for better understanding
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PHASE

ACTIVITIES

TEMPLATES

NEEDED APPROVAL'

2.6 International
Benchmarking

3. VALIDATION

3.1 Validation Drafts
tabled at Sector Advisory
Group

3.2 Validation
Consultations

Press release
Website
announcement
Record of Validation
Feedback

Record of attendance
at consultations

EMT: Consultation
preparations

3.3 Prepare Endorsement
Drafts of proposed SQs &
NCSs

Validation Report

4

ENDORSEMENT

4.1 Stakeholder
endorsement

Press release
Website
announcement
Organisation
Endorsement Letter

4.2 Sector Advisory
Group meets to endorse
proposed SQs & NCSs

SAG Endorsement
Letter

SAG: Endorsement of
final documents

PHASE 1: SITUATIONAL ANALYSIS
The Situational Analysis helps SQA understand the Sector for which SQs & NCSs may be
developed, and establishes whether there is a need for Samoa Qualifications and National
Competency Standards to inform training for work in this sector.

1.1 Background Research
Desktop research should be carried out to compile information on:

Identification and description of the Industry or Sector;
Importance of the sector to national development (SDS & GDP)
Labour market information if available (e.g. workforce statistics)

Current education and training provision to equip individuals for work in the industry or
sector

Current and future skills needs if identified

Identification of the major stakeholders;

Identification of possible training providers

Occupational/functional profile of the industry or sector;

Potential scope of the new qualifications;

International benchmarking;

Proposed time-frame of activity;

Alignment of proposed SQ & NCS development with national and sector plans

The following lists the minimum document resources that must be included:
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e Strategy for the Development of Samoa
e Relevant Samoan government reports
e Labour market surveys and reports

e Other relevant reports and publications
e PSET Tracer Studies

e PSET Strategic Plan 2008-2016

The Background Research Report should be tabled with the SQA EMT with a recommendation to
commence a full Situational Analysis.

Template/s
e Background Research Paper Annex 1

1. 2 SKills Needs Survey

The purpose of the skills needs survey is to identify skills needs of the sector workforce to help
identify whether existing formal training programmes are addressing such skills needs, and
whether there is a need for NCSs and SQs to address such skills needs. If this information is
already available in an existing report, there may not be a need for QS to conduct such survey, but
this can be confirmed by discussion at EMT.

Template/s
e Skills Needs Survey Annex 2

1.3 Stakeholder Consultation
It is recommended that the following groups are consulted:

e Recognised industry or professional associations (i.e. registered as an association)

e Current and potential training providers in the field

e Government ministries/agencies undertaking activities in the field or responsible for
regulation/licensing

¢ Relevant employer groups

¢ Relevant community or Church groups

Template/s
¢ Attendance Record Annex 3
e Record of consultation feedback Annex 4

1.4 Situational Analysis Report
The Environmental Scan Report (previously called the Needs Analysis Report) provides a
functional profile and situational analysis of the sector and sets out a clear case for or against
development of Samoa Qualifications and National Competency Standards for occupational areas
within a sector. The report is tabled at a meeting of the SQA Board and usually makes
recommendations for:

e establishment of a Sector Advisory Group

o membership of the Sector Advisory Group

o development of Samoa Qualifications and National Competency Standards for targeted

priority areas within the sector
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The Situational Analysis Report for the Board should incorporate the findings of the Background
Research Paper.

Template/s
e Situational Analysis Report Annex 5

PHASE 2: WRITING PROPOSED SAMOA QUALIFICATIONS AND NATIONAL
COMPETENCY STANDARDS

2.1 Establish Sector Advisory Group

A Sector Advisory Group representing stakeholders from the sector must be established to advise
SQA throughout the development and application of SQs and NCss. To ensure as much as
possible the quality of recommendations coming from this group, all stakeholder groups within the
sector must be represented.

a) Roles and responsibilities for the Sector Advisory Group

e Provide advice on training gaps and training needs in the sector

e Provide advice on the technical expertise required in development of SQs and NCSs for
occupational areas within the sector

e Inform the sector of SQs and NCSs activities

e Assist to monitor continuing relevance of Samoa Qualifications and National Competency
Standards

e Provide feedback on the proposed Samoa Qualifications and National Competency
Standards

¢ Endorse the Samoa Qualifications and National Competency Standards on behalf of Sector
stakeholders

b) Membership of the Sector Advisory Group
e At least two (2) representatives of the private sector. These representatives should be
affiliated with MCIL-registered businesses;
e At least two (2) representatives of NGOs and Community-Based Organisations (CBOSs);
o At least two (2) representatives of PSET Providers recommended by SQA,;
o Arepresentative from each government body with mandated responsibility for the Sector;
¢ Representatives from relevant incorporated professional associations;
e Two (2) SQA members.

Template/s
e SAG Membership Annex 6
e Minutes SAG Meeting Annex 7

2.2 Decide Scope of the Samoa Qualification and NCSs

The scope of the proposed qualification determines the scope of the competencies that will be
covered in the National Competency Standards. This decision is made by the Sector Advisory
Group and is informed by the Situational Analysis Report, and the Sector Functional Profile.
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The table below shows examples of Scope types for a Samoa Qualification and the scope of the
competencies that would be reflected in the National Competency Standards. Also shown are
examples of Samoa Qualifications that would be developed,

Type of Scope Scope of SQs & NCSs Example of a Samoa
Qualification Title
Applies across the Sector e.g. Tourism and Hospitality Samoa Certificate IV Tourism &
Sector Hospitality
Applies to a Sub-sector e.g. Cookery Samoa Certificate Il Cookery
Applies to related occupations in | e.g. Kitchen and catering Samoa Certificate |l Food &
the Sector assistants, cooks, waiting/serving | Beverage Service
staff
Applies to a single occupation e.g. Kitchen assistant Samoa Certificate IV Kitchen
Operations
Template/s
e Schedule of activities Annex 8
e Costing of activities Annex 9

2.3 Contract SQs and NCS Writers

While there are different available methods for developing SQs & NCss, the SQA recommends the
development of SQs & NCSs for Samoa from standards that are available internationally. A
summary of the different methods is outlined in Annex X of this document.

a) Recruitment
o The role of Standards Writer or Technical Advisory Panel Member is advertised
through the usual media avenues. Contractors are selected on the basis of:
= Appropriate advanced educational and professional qualifications (essential)
= Recent experience delivering accredited industry training, or as an assessor
(essential)
= Recent experience in development and review of National Competency
Standards and National Qualifications or similar training standards
(essential)
= Proven ability to adapt to different environments and work within a
developing country context (desirable)
b) Contract
o A template contract is provided in Annex X that can be adapted for use as
necessary.
c) Briefing
o Prior to commencement of the contractor's work, a briefing should be held for the
contractor/s to cover the following (at a minimum)
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Situational Analysis Report finding and recommendations

SQ & NCSs development process

Contract milestones including scope of proposed SQs & NCss
SQF Level outcome level descriptors & qualification definitions
Technical guidelines for drafting NCSs & SQs

SQ Summary Template

NCS Template

Quialification Registration Checklist

NCS Checklist

Housekeeping

0O O 0O 0O O 0O o O O O

d) Monitoring Progress

Principal Officers responsible for coordinating the SQ & NCS development work for each particular
sector are responsible for monitoring the progress of the contractor against the contract
milestones. Regular meetings should be held with the contractor to resolve issues quickly and
avoid delays in the timeline.

Template/s
e Contract Annex 10
e Samoa Qualification Annex 11
¢ National Competency Standard Annex 12
e SQ Checkilist Annex 13
e NCS Checklist Annex 14
References
e SQF Outcome Level Descriptors Annex 15
e SQF Qualification Definitions Annex 16

2.4 Prepare Vetting Drafts of Proposed SQs & NCSs

The contract outlines clearly when the vetting drafts of proposed SQs and NCSs are due to SQA.
The vetting draft is the first draft of the contractor’'s work and is made available to the QS team for
vetting before preparing the Validation Draft.

Template/s
o Vetting Checklist Annex 17
e Vetting Feedback Annex 18

2.5 Prepare Validation Drafts of Proposed SQs and NCSs

The Validation Draft is the second draft of the Contractor's work and should address vetting
comments from the QS team. The Validation Draft is the version that will be consulted with
stakeholders; hence it must be as complete as possible before validation consultations.

Template/s
e Response to Vetting Feedback Annex 19
e Publication Format Annex 20
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2.6 International Benchmarking

A comparison of overseas competency-based qualifications against the proposed Samoa
Qualification will establish their international comparability. The purpose of this exercise is to
ensure Samoa’s National Qualifications and National Competency Standards are comparable with
those developed in other countries. It is recommended that the developer show benchmarking of
the Samoa Qualification against at least 2 overseas competency-based qualifications.

New Zealand unit standards and National Qualifications can be found on the web at
http://www.nzga.govt.nz/framework/search/index.do. The web address for the Australian standards
and standards-based qualifications is www.ntis.gov.au

PHASE 3: VALIDATION

Validation is the process of ensuring that each proposed Samoa Qualification and National
Competency Standards meets the needs and expectations of stakeholders and are technically
correct. This is an important step because it shows SQA has consulted widely with stakeholders
and has listened to their feedback.

3.1 Validation Drafts tabled at Sector Advisory Group
The Validation Draft should be tabled at the Sector Advisory Group to signal the commencement of
the stakeholder validation process.

3.2 Validation Consultations

The QS team should have a flexible schedule for validation consultations that takes into account
stakeholder preferences and costs to SQA. The objective is to get as much quality feedback as
possible from stakeholders. A combination of the following methods is recommended to maximize
stakeholder engagement and obtain quality feedback.

Methods Advantages Disadvantages Risk
1. Small e Convenient for SQA e Less number of | ¢ High risk of not having
Group participants from each all desired stakeholders
Consultati | e Individuals more likely organisation attend participate
ons to speak up in small | ¢ Often not convenient
groups for stakeholders

e Refreshment costs
e Demand on SQA
Conference Room

2. large e Convenient for SQA e Less number of | @ High risk of stakeholder
Group participants from each non-engagement
Consultati organisation attend e Costly for SQA
ons e Stakeholders less likely

to vocalize their
feedback

e Venue & refreshments
cost

3. Field e Stakeholders more | ¢ Demand on SQA | » Low risk of stakeholder
consultati likely to give good vehicles non-engagement
ons quality feedback

e Less costly than
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Methods Advantages Disadvantages Risk

consultations held at
SQA Office

e Better coverage of
stakeholders

4. Document | ¢ No cost for SQA apart | © Stakeholders less likely | « High risk of non-
circulation from printing/copying to engage in the engagement
& call for process
submissio
ns

5. Press e No cost to SQA e Stakeholders might not | ® Low risk
Release& e Wide coverage see it
Website e Transparent
announce
ment

It is imperative during the validation process to keep good records of signed attendance and
feedback.

Template/s
e Press release Annex 21
e \Website announcement Annex 22
e Record of validation feedback Annex 23
e Record of attendance at consultations Annex 24

3.3 Prepare Endorsement Drafts of proposed SQs and NCSs

The validation process may identify changes needed to the proposed Samoa Qualifications and
National Competency Standards. Not every comment made during validation needs to be
addressed — especially if it is an isolated comment from one respondent. However, where a
number of people are making similar comments or where the comments come from a
representative stakeholder (like an industry or professional association) they should be considered
seriously.

Contractors must prepare Endorsement Drafts of the proposed SQs and NCSs addressing
validation feedback. The Validation Report must clearly summarise how the validation feedback
was addressed.

Important: There may be occasions when a second round of validation consultations is warranted,
due the volume and significance of changes that needed to be made to the Validation Draft. This
means that QS holds consultations again after changes have been made to the Validation Draft, to
report back to stakeholders on changes made. This is to be approved by EMT.

Template/s
e Validation Report Annex 25
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PHASE 4: ENDORSEMENT
Official endorsement by stakeholders is the final phase of the SQ and NCSs development process.
The actions that must be taken during this phase are:

4.1 Stakeholder Endorsement

Stakeholder endorsement of the proposed SQs and NCSs is listed as the responsibility of the
SAG. However, a public announcement in the media and on the SQA website signals that the
proposed SQs and NCSs are now ready for endorsement. It is good practice to circulate the
documents to consulted stakeholders and request their official endorsement at this final stage.

Actions to be taken at this step include:

a) Posting on the SQA website with due date for final feedback

b) Press release to be circulated to media, informing the public of the proposed SQs and
NCSs, with opportunity for final feedback

¢) Hard copies circulated to consulted stakeholders with cover letter requesting final feedback
(if any) and official endorsement

Template/s
e Press release Annex 26
e Website announcement Annex 27
¢ Organisation endorsement letter Annex 28

4.2 Endorsement by the Sector Advisory Group

The Sector Advisory Group must meet to endorse the proposed SQs and NCSs. Evidence of the
SAG endorsement in the form of signatures of all SAG members (or majority) must be documented
for QA processes.

Template/s
e SAG Endorsement Letter Annex 29

I11. SQF REGISTRATION

After sector endorsement has been confirmed through the agreement of the Sector Advisory
Group, the Qualifications Services team must prepare the proposed Samoa Qualifications and
NCSs for registration on the Samoa Qualifications Framework.

1. Documents for QA Submission

a. Qualification Registration Application Forms for each SQ

b. Complete SQ & NCSs packages

c. Endorsement of the SAG

d. Endorsement letters from organisations

e. Minutes of key SAG meetings (decision on endorsement and any other key issues)
f. Validation Report

g. Background Research Report

h. Situational Analysis Report

i.

Any other relevant documents
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2. SQF Registration Process
The SQF Registration Process is clearly detailed in the SQF Policies. QS has responsibilities at 2
steps in the SQF Registration Process as summarised below.

Step in SQF Registration Process Action for QS

QA Officer carries out preliminary evaluation and Provide the additional information as soon as

requests more information where necessary possible

Developer comments on Moderated Report Comment on Moderated Report and address any
Criteria not Met

IV. RISK MANAGEMENT

Risk management is the process of identifying, classifying, rating and developing mitigations for
any risks that might occur in SQ and NCS development projects. Risks should be identified during
the situational analysis phase of the project and documented using the risk register template.

Risks should be reviewed regularly, but as a minimum when the development reaches different
phases. The register can be updated as new risks arise, identified risks change, or risks are closed
(no longer exist).

Template
¢ Risk Register Annex 30

V. FURTHER ACTIONS

Application of SQs & NCSs involve the following activities

1. Publishing the official SQs and NCSs package

2. Support to PSET Providers in application of SQs and NCSs
- External moderation

- Professional development activities (programme development, competency based
assessment etc)

- Resourcing support
- Technical assistance
3. Maintenance and Review of the Samoa Qualifications and National Competency Standards
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