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I. Introduction 
The SQA is mandated under the Samoa Qualifications Authority Act 2010 to: 

• Work with national stakeholder groups to ensure standards and training requirements are 

established in particular for trade, technician and professional occupations 

• Co-ordinate and strengthen all the Post School Education and Training (PSET), so as to better focus 

the PSET sector on national development goals and to promote and develop articulation among 

programmes 

• Develop and facilitate partnerships between stakeholders in business, industry, professional, non-

government and community organisations and the PSET sector 

• Provide advice to Government and the PSET sector on findings and implications arising from 

research, monitoring or evaluation conducted by the Authority or other agencies, bodies or persons 

• Regulate qualifications and quality standards for all the Post School Education and Training (PSET) 

providers in Samoa 

 

The review guidelines for registered Samoa Qualifications and National Competency Standards support these 

and other statutory functions of the SQA. 

 

The purpose of qualification reviews is to ensure registered Samoa Qualifications (SQs) and their 

components, National Competency Standards (NCSs), continue to meet the needs of the learners, industry 

and stakeholders for which they were developed.  Qualification reviews are to ensure that each qualification 

focusses on the graduate required for the next 5 years, so that the education system can support learners to 

become these graduates. 

 

1 The purpose of this document 

This document contains the operational guidelines for the review of registered Samoa Qualifications and 

National Competency Standards. It is designed to be used by SQA staff, in particular the Qualification Division 

(QD), who are responsible for coordinating and facilitating the review of Samoa Qualifications and National 

Competency Standards.  

 

The guidelines are written to support the SQA policy for qualification reviews1 and build on, and refer to, the 

Guidelines for Development of Samoa Qualifications and National Competency Standards2 (SQA, 2015) 

referred to as ‘the 2015 Guidelines for Development’. 

 

2 The Samoa Qualifications Framework 

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. 

 

                                                           
1 SQA, The Samoa Qualifications Framework Policies, (Samoa: SQA, 2012) 
2 SQA, Guidelines for the Development of Samoa Qualifications and National Competency Standards, (Samoa: SQA, 
2015) 
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Each level of the SQF is characterised by level descriptors that define the qualification in terms of knowledge, 

skills and application. 

 

Qualifications registered on the SQF are listed in terms of their 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 rules for each qualification level. 

 

The SQF includes two broad types of registered qualifications. 

• Provider Qualifications 

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

qualifications are not covered by these review guidelines. 

• Samoa Qualifications 

These are qualifications that are published as Samoa Qualifications by the SQA.  They are developed 

to meet a specific priority, national need or interest, and whose development has involved, and has 

had endorsement by, the appropriate national industry, profession or community related to the 

qualification learning outcomes.  Samoa Qualifications are the subject of these guidelines. 
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3 Samoa Qualifications 

Samoa Qualifications recognise achievement of a defined set 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 

• Components for which there is automatically portable (transferable) credit3 – the only components 

permissible in Samoa Qualification are National Competency Standards4  

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

and knowledge 

• A flexible structure providing learners with attainable milestones, career options and flexible 

qualification pathways 

 

4 Role of SQA 

SQA’s role in the review of Samoa Qualifications and National Competency Standards is to facilitate and 

manage the review.  SQA’s facilitation and management role involves a broad cross section of SQA: 

 

Activities  Responsible 
SQA Division 

Supplying Tracer study and Employer survey data and interpretation, relevant to the review of Samoa 
Qualifications and National Competency Standards RPPD 

Supplying Moderator feedback relevant to NCSs in the review QAD 

Supplying NCS usage information, including use in programmes leading to provider qualifications QAD 

Creating the Situational Analysis report and recommending the timing of the review of Samoa 
Qualifications and National Competency Standards for targeted Sectors/Industries QD 

Approving the launch of the review of Samoa Qualifications and National Competency Standards EMT 

Managing Sector Advisory Group input into the review of Samoa Qualifications and National Competency 
Standards QD 

Convening and facilitating a review panel to review the Samoa Qualifications and National Competency 
Standards QD 

Conducting Secretariat functions for the review panel and managing consultation processes QD 

Registering the reviewed qualifications and NCSs in the register of Samoa Qualifications and National 
Competency Standards QAD 

Dissemination of Samoa Qualifications and National Competency Standards for the information of PSET 
Providers and the public QD 

RPPD: Research Policy and Planning Division; QAD: Quality Assurance Division; QD: Qualifications 
Division; EMT: Executive Management Team 

 

 

  

                                                           
3 SQA Policies, Schedule 4, Protected Terms 
4 SQA Policies, Section C Qualification Characteristics, vii Qualification Components 
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II. Review of Samoa Qualifications & National 

Competency Standards 

Overview of Process 

PHASE ACTIVITIES  TEMPLATES NEEDED APPROVAL 

1. Situational Analysis 

1.1 Background Research 

Situational Analysis Report 

ACEO QD: Approve to commence 
Situational Analysis 

1.2 SQ and NCS usage data QD with data from RPP and QA 

1.3 Feedback from current users  

1.4 Produce report with 
recommendation for next step 

EMT: Approve Review or deferral 
or re-release  

2 Review 

2.1 Review planning Project plan ACEO QD 

2.2 Contract review panel 

Contract 
Review guidelines 

Registered SQs and NCS 

EMT: Contract for SQs & NCS 
review panel members 

2.3 Confirm review plan and scope 
of the review Project plan 

Sector Advisory Group: comment 
on plan 

SQA Registration panel 
members: approve plan with or 
without amendment 
requirements 

2.4 Review Panel Interim Response 
Project plan 
Detailed scope 

 

2.5 Review in detail Review guidelines 
Registered SQs and NCS  

2.6 Benchmarking   

2.7 Prepare Validation Drafts of 
reviewed SQs & NCSs Publication Format  

3 Validation 

3.1 Validation Drafts sent to Sector 
Advisory Group  

ACEO QD: Consultation 
preparations 

3.2 Validation Consultations 

Press release 
Website announcement 
Record of Validation Feedback 

Record of attendance at 
consultations 

 

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 to 
endorse reviewed SQs & NCSs SAG Endorsement Letter SAG: Endorsement of final 

documents 
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Overview of process flow 

 

Roles and Responsibilities 

 PHASE RESPONSIBLE FOR 

Stakeholders 1.3 Ongoing feedback on the performance of the SQs and NCSs, to 
be added to the feedback log.  

3.2 Provide feedback on the SQs and NCSs during the validation 
process 

4.1 Endorsement of final reviewed versions of SQs and NCSs 

Stakeholder 
Advisory 
Group (SAG) 

Overall The SAG is an ongoing group that provides the following 
functions for the review 

• provide high level support to inform and support the 
development of the qualification 

• ensure ongoing commitment of time and resource from 
sector organisations for the project 

• provide critique during the development of the 
qualifications 

• communicate progress to their networks and encourage 
engagement in validation 

• provide final endorsement of the qualification and 
standards prior to submission for registration 

• promote the qualifications to the sector 
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1.3 Ongoing feedback through the SAG processes, to be added to 
the feedback log. 

3.1, 3.2 Provide input into and feedback on the SQs and NCSs during 
the review process 

4.2 Endorsing the final products and fit for purpose for the 
industry or sector 

Review Panel 
members 

Overall The Review Panel that is created for the purpose of the review. 
Its work finished with the registration of the SQs and the NCSs, 
and it is then disbanded. The support and management of the 
Review Panel processes is the responsibility of Qualifications 
Division. 

2.3, 2.5 Provide technical expertise to input into the SQs and NCSs, and 
to provide critique to the SQs and NCSs during the review. 

3.2, 3.3 Support validation consultation as required. 

Addressing feedback raised in validation 

Registration Remain available and help respond to QAD feedback if 
required. 

Qualifications 
Division QD  

1.1, 1.2, 1.3, 1.4 Source information required, prepare Situational Analysis for 
EMT approval 

1.3 Create, promote, maintain and monitor the feedback log. 

2.1 Plan the review 

2.2 Contract the review panel 

2.3,2.5 Contribute SQF framework expertise to the review.   

Facilitate the work and decision-making processes of the 
review. 

Deliver Secretariat services to the review panel 

Provide ongoing peer review of reviewed SQs and NCSs 

2.4 Send Project Plan and detailed scope to QAD to go to 
Registration panel 

2.6, 2.7 Benchmarking and creation of validation drafts 

3.1,3.2,3.3 Facilitate and manage Validation processes 

4.1,4.2 Manage Endorsement processes 

Registration 3.1 Submit a cohesive package of information to support the rapid 
registration of endorsed drafts of the reviewed SQs and NCSs 

 

Address any issues raised by QAD, involving the review panel if 
required. 
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Quality 
Assurance 
Division 
(QAD) 

 Contract and manage the Registration panel 

2.4 Convene the Registration Panel, and transmit the 
documentation for the panel to provide an interim response 

Registration 3.2 Quality check the submission. Seek responses if necessary.  

Approve the package 

Registration 3.3 Re-convene the Registration Panel if required 

Registration 
Panel  

Overall The Registration Panel that is created for the purpose of the 
registering the products of this review. Its work finished with 
the registration of the SQs and the NCSs, and it is then 
disbanded. The process of the registration panel is the 
responsibility of the Quality Assurance Division.   

2.4 

Registration 3.1 

independent validation of the proposed content 
comment on process 

Registration 3.3 independent validation of the content. 

Research, 
Policy and 
Planning 
Division 
(RPPD) 

1.2 Providing tracer study information and other statistical 
information to inform the review 

Executive 
Management 
Team (EMT) 

Overall Oversight and accountability for meeting SQA objectives. 

 Phase 1 Approval to commence the review project 

 

Phase 1: Situational Analysis 

The Situational Analysis helps SQA update the understanding of the Sector for which Samoa Qualifications & 

National Competency Standards have been developed, which will guide the next steps. 

 

The Situational Analysis may occur because the Samoa Qualification has reached its review date or may occur 

because of external events out of the review cycle, such as legislative change5.   

 

In the case of a qualification approaching or having reached its review date, the Situational Analysis is used 

to make decisions on whether there is a need for a current review of Samoa Qualifications and National 

Competency Standards, or whether it should be deferred. 

 

The review may be deferred because of one or more of the following reasons 

• changes that need to occur in the broader context prior to the review being able to commence, or 

else the review may need to be re-done.  Such as changes to legislation, regulation, or standards 

                                                           
5  SQA Policies, Section D Qualification Reviews, paragraph 41 
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• low or slow uptake and there aren’t yet enough graduates for employers to comment on whether 

the qualifications are achieving their purpose and the industry requirement hasn’t changed 

significantly 

• sector events mean it would be preferable to defer the review. Such as the Pacific Games occurring 

meaning the timing would not suit stakeholder needs regarding review of hospitality or sporting 

qualifications, even though the review date has been reached. 

 

In the case of external events out of the review cycle, the Situational Analysis is used to make decisions on 

whether an early review is necessary, or whether component National Competency Standards can be 

amended and the qualification re-released, with appropriate documentation and stakeholder notification6. 

 

Change Review Date  Change Content 

Defer: 

• Defers review for 1-2 years 

• No changes to content 

Re-Release: 

• Does not change review date – fit for now until review 
date 

• Adjusts content – addressing known issues to keep 
NCSs/qualifications achievable until review 

Review: 

• Full review: new version fit for the next five years 

• New review date 5 years in future 

• Content amended for currency, component NCSs amended and/or moved in or out of the qualification, 
new review date proposed. Fit for purpose for next 5 years. 

 

1.1 Background Research 

Desktop research should be carried out to compile information, identifying any changes in, updating or 

confirming: 

• Description of the Industry or Sector 

• Importance of the sector to national development 

• Labour market information if available (e.g. workforce statistics/growth forecasts) 

• Current and future skill needs (if identified) 

• Changes in regulation or regulatory requirements, legislation or industry standards that have 

occurred or are pending 

• Identification of the major stakeholders and context they face that may influence the review 

• International information including changes in standards 

• Alignment of Samoa Qualification and National Competency Standards with national and sector 

plans. 

 

The following lists the minimum document resources that are likely to be relevant:  

• Strategy for the Development of Samoa  

• PSET Strategic Plan 

• Relevant Samoan government reports 

                                                           
6 SQA Policies, Section D Qualification Reviews, paragraph 43 



 

© Skills International Ltd 2018 Page 11 of 22 

• Labour market surveys and reports (actual versus predicted) 

• Other relevant reports and publications or context data 

 

1.2 Samoa Qualification and National Competency Standard usage data 

Desktop research should be carried out to compile information on: 

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

o Identification of provider qualifications supporting the sector 

o Identification of training providers using National Competency Standards in programmes 

leading to provider qualifications 

o Identification of providers with approved programmes leading to Samoa Qualifications 

• Programme/qualification enrolment and completion rates and conversion to employment 

o Analyses of data is looking for – barriers and successes, impacts. 

• Record of Achievement data (once available) 

 

The following lists the minimum document resources that are likely to be relevant:  

• Employer survey data 

• PSET Tracer Studies 

 

1.3 Feedback from current users of Samoa Qualifications and National Competency 

Standards 

A central log of ongoing feedback from users should be established.  This will centralise all feedback to be 

considered at review.  Ongoing feedback from current users of National Competency Standards and 

programme owners for the qualification can be gathered in multiple ways. 

• During SQA interactions supporting uptake of the qualifications, there may be comments on 

National Competency Standards structure or content (such as these National Competency Standards 

always go together, so why are they separated) 

• Providers can be encouraged to comment via email or other means, as they notice areas for possible 

change while working with the National Competency Standards 

o This may be a specific SQA email address designed to be easily remembered to encourage 

use. 

• Provider feedback from the meeting minutes of Industry Advisory Groups regarding National 

Competency Standards or Samoa Qualification content, current or future 

• SQA QAD comment on interpretation of National Competency Standards shown through the 

moderations process or programme approval process. 

The central log is the responsibility of Qualifications Division, to gather, hold, and to use at review.  Any 

information in the central log relating to the Samoa Qualifications and National Competency Standards under 

review should be included. 

 

New Template 

• Samoa Qualification and National Competency Standard feedback log. 

 

1.4 Produce report with recommendation for next step 
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The conclusion of the report will likely make some recommendations regarding the topics and stakeholders 

that should be included in the review.  It will also need to make a recommendation as to whether there is a 

need for a review in the immediate future, or if the review should be deferred once, or if re-releasing is an 

appropriate solution. 

 

Once drafted and peer reviewed, the report should go to ACEO QD for review, before being tabled at SQA 

EMT meetings for approval of implementation of recommendations or other actions. 

 

Existing Templates 

• Situational Analysis Report 

 

Phase 2: Review of Samoa Qualifications and National Competency 

Standards 

2.1 Review Planning 

The review plan consists of the following information: 

1. Planning and research: 

1.1. Background information 

1.2. Purpose and objectives 

2. Review stakeholders 

2.1. This section identifies stakeholders in the sector  

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

2.1.2.  Current and potential training providers in the field 

2.1.3.  Government ministries/agencies undertaking activities in the field or responsible for 

regulation/licensing  

2.1.4.  Large employers and small employers 

2.1.5.  Relevant community or Church groups 

2.1.6. Any product suppliers (that train about their product) 

2.2. Includes identifying the way the stakeholders can or will be approached during the review and 

to what end 

2.3. Includes any recommendations for any variation to the size or membership of the review panel 

3. Review Scope 

3.1. Project scope drafted (this will be further developed and confirmed in later stages of the 

project) 

3.2. It deals with things that must be included, as well as specific exclusions. 

3.3. It should list the National Competency Standards that are unique to the suite of qualifications 

– that are only used in this sector, and separately list the National Competency Standards that 

are common to multiple qualification pathways.  National Competency Standards in multiple 

pathways will need additional validation consultation to ensure any proposed changes fit the 

other pathways as well 

4. Structure and timing of the review  

4.1. Timelines refer to number of meetings for project, meeting dates, location of meetings, 

duration of meeting(s), turnaround of sending meeting documentation back to stakeholders in 

established groups, turnaround for internal vetting/peer review, turnaround for validation 
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stage, preparation and peer review of Endorsement and registration documentation and 

processes. 

4.2. Key deliverables 

4.2.1.  Deliverables such as – Agenda, Project Brief, Samoa Qualifications and National 

Competency Standards, Endorsement letters 

5. Approval 

 

New Templates 

• Project Plan 

 

2.2 Contract Review panel 

The role of the review panel is to provide technical expertise to be input into the Samoa Qualifications and 

National Competency Standards, and to provide critique to the Samoa Qualifications and National 

Competency Standards during the review.  

• The panel will be facilitated by the SQA Qualifications Division Principal Officer assigned to the 

review (or their delegate). -‘Convening and facilitating a review panel to review the Samoa 

Qualifications and National Competency Standards’ is a responsibility of the Qualifications Division. 

• The panel will normally consist of three members in addition to the SQA Qualifications Division 

Principal Officer, which will include where possible 

o Industry representative from a large business 

o Industry representative from a small business 

o Provider representative 

• Panel membership may be varied at the approval of QD ACEO. 

• Secretariat services will be conducted by SQA Qualifications Division Officers 

 
The work of the review panel will be conducted in two stages: 

1. Confirm the scope of the review and the review planning 

2. Review the Samoa Qualifications and National Competency Standards in detail 

 
Recruitment 

The role of a Review Panel Member is advertised through the usual media avenues. Members are selected to 

form a representative panel, and will be selected against criteria that include: 

• Currency of industry knowledge 

• Appropriate advanced educational and professional qualifications or a minimum of 5 years 

contemporary industry experience 

• Recent experience using or developing National Competency Standards 

• Ability to contribute constructively and openly to the work of the panel 

• Professionalism and ability to represent the sector as whole, impartially and with conflicts of interest 

managed. 

 

Existing Templates 

• Contract  

• Review Panel Terms of Reference 
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2.3 Confirm the review plan and scope of the Samoa Qualification review 

The Principal Officer will facilitate discussions based on the data and information from the change analysis 

report and draft review plan.   

 

In the interests of supporting employability of graduates, mandatory topics7, for the review panel to discuss 

include 

• inclusion of some of the suite of generic skills and knowledge National Competency Standards in the 

reviewed qualifications 

• strengthening requirements relating to work experience or practical application of skills 

The review panel may choose which generic skills are included across the suite of qualifications, and how the 

skills are addressed. 

 

Also required is agreement on what constitutes a reasonable timeframe for providers with approved 

programmes to be required to amend their programmes in accordance with instruction from SQA Quality 

Assurance Division8.  A normal term of transition would be two years, however, there may be valid reasons 

for this to be shorter or longer. 

 

The review panel will discuss and agree, and SQA Qualifications Division Officers will document, 

• any changes required to the review plan overall 

o including any amendments to the stakeholder planning 

• the content for the scope of review section in the review plan identifying 

o changes or connections needed in the pathway or sector description 

o changes needed to Samoa Qualifications in terms of title, scope, overarching level or credit, 

outcomes (National Competency Standard titles/outcomes) 

o additional topics for inclusion 

o content to be removed 

o areas that are problematic and will likely need detailed work 

o recommendation of transition timeframe 

 

New Templates 

• Project Plan 

 

2.4 Interim Response from the Registration panel 

The registration panel will be convened earlier in the process than the development process but will still 

serve the same function – of independent validation of the content, adding in comment on process. 

 

The completed review plan is sent to SQA Registration9 panel members to comment on the plan and add any 

required amendments such as 

• additional topics are considered and/or  

                                                           
7 May include additional topics that arise from ongoing research, monitoring or evaluation, such as Tracer studies and 
Employer surveys, or other. 
8 SQA Policies, Section D, paragraph 43. 
9 For more about the Registration panel, go to the Registrational section. 
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• additional stakeholders are added into the planned consultation. 

 

The completed review plan is also sent to the relevant SAG10 for comment on stakeholder planning and 

scope of work proposed. 

 

2.5 Review National Competency Standards in detail and rework Samoa 

Qualifications to reflect decisions 

Once the plan is commented on by the SAG and approved by SQA Registration panel, the detailed review of 

National Competency Standards can progress.  Any additional requirements by the Registration panel must 

be incorporated. 

 

Facilitated by the Qualifications Division Principle Officer, the review panel works through the component 

National Competency Standards in detail, ensuring the content is current and appropriate for the roles 

supported by the qualification, that requirements and guidance are clear, achievable, the assessment 

requirements are fair and reasonable, and will likely lead to consistent assessment decisions. 

 

Towards the end of the work on National Competency Standards, the qualification documents should be 

revisited, to ensure all technical requirements are met, changes are appropriately documented, and that the 

qualifications meet the SQA Criteria for Qualification Registration and the National Competency Standards 

for registration.   

 

During this process, draft National Competency Standards and Samoa Qualification will be sent to another 

SQA Qualifications Division Officer for peer review against SQA technical requirements.  All feedback must be 

considered and addressed appropriately. 

 

Existing Templates 

• Agenda 

• Meeting minutes 

• Samoa Qualification 

• National Competency Standard 

 

2.6 Benchmarking 

A comparison of overseas competency-based qualifications against the proposed Samoa Qualification will 

establish their international comparability.  This may be done concurrently with the peer review of National 

Competency Standards. 

 

The purpose of this exercise is to ensure Samoa 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. 

 

                                                           
10 For the process of forming a Sector Advisory Group, should a new one be required, refer to the 2015 Guidelines for 
Development. 
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New Zealand unit standards can be found on the web at 

http://www.nzqa.govt.nz/framework/search/index.do 

New Zealand and National Qualifications can be found on the web at 

https://www.nzqa.govt.nz/nzqf/search/results.do 

The web address for the Australian standards and standards-based qualifications is www.ntis.gov.au and 

training packages can be found at https://training.gov.au/Search 

 

Local and regional benchmarking may be useful too. 

 

2.7 Prepare Validation Drafts of Reviewed Samoa Qualifications and National 

Competency Standards 

The Validation Draft is the version that will be consulted with stakeholders; hence it must be as complete as 

possible before validation consultations start. 

 

Existing Template 

• Publication Format 

 

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. Qualifications Division officers will co-ordinate the validation process. 

 

3.1 Validation Drafts sent to Sector Advisory Group 

The Validation Draft should be sent to the Sector Advisory Group to signal the commencement of the 

stakeholder validation process.  This is likely to be via email, or another format agreed between SQA and the 

Sector Advisory Group members.  SAG member feedback on the drafts will be gathered during the 

consultation period. 

 

3.2 Validation Consultation 

The QD team should have a flexible schedule for validation consultation that considers stakeholder 

preferences and costs to SQA. 

 

Where possible, consultation processes should support the development and maintenance of partnerships to 

support the implementation of Samoa Qualifications.  Examples of partnerships include 

• Industry-Provider 

Where possible, including a provider’s industry linkages into the consultation would likely see a 

strengthening relationship between the provider and industry, increased industry feedback in the 

review, and increased understanding by employers of the Samoa Qualifications and National 

Competency Standards 

o Industry Advisory Groups supporting providers 

http://www.nzqa.govt.nz/framework/search/index.do
https://www.nzqa.govt.nz/nzqf/search/results.do
http://www.ntis.gov.au/
https://training.gov.au/Search
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o Employers offering workplace attachments or experience to learners from training providers 

• Provider-Provider 

Where possible, including the opportunity for providers to work with each other may see increased 

opportunities to build capacity and connections regarding use of resources 

o SATVETI meetings where providers can network 

o Combined provider meetings to discuss implementation details 

• Industry-SQA 

Where possible, ensuring representative groups include not only the organisation, but some of their 

members would likely see an increase in specific industry feedback in the review and increased 

understanding by employers of the qualifications and National Competency Standards 

o Membership organisations and their members – access employer feedback directly 

 

The objective is to get as much quality feedback as possible from stakeholders.  A combination of methods is 

recommended to maximize stakeholder engagement and obtain quality feedback11. 

 

It is imperative during the validation process to keep good records of attendance of any meetings and all 

feedback. 

 

Existing Templates 

• Press release 

• Website announcement 

• Record of validation feedback 

• Record of attendance at consultations 

 

3.3 Prepare Endorsement Drafts of proposed Samoa Qualifications and National 

Competency Standards 

The validation process may identify changes needed to the proposed Samoa Qualifications and National 

Competency Standards.   

• The review panel must prepare Endorsement Drafts of the proposed Samoa Qualifications and 

National Competency Standards addressing validation feedback appropriately.  

o All feedback must be considered and addressed. 

o Not every comment made during validation needs to be create change – especially if it is an 

isolated comment from one respondent on a peripheral topic. 

o However, where several people are making similar comments or where the comments come 

from a representative stakeholder (like a regulator or an industry or professional association) 

they should be considered seriously and addressed appropriately.  

• The Validation Report is written by the Qualifications Division Principle Officer to reflect the work of 

the Review Panel. It must clearly summarise how the validation feedback was addressed as this is 

used in the registration process to show that the review panel is responsive to stakeholder needs. 

 

Existing Templates 

• Validation Report 

                                                           
11 For further detail on methods of consultation see the 2015 Guidelines for Development 
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Phase 4: Endorsement 

Official endorsement by stakeholders is the final phase of the Samoa Qualification and National Competency 

Standards development process.  Qualifications Division officers will co-ordinate the endorsement process. 

The actions that must be taken during this phase are: 

 

4.1 Stakeholder Endorsement 

Stakeholder endorsement of the proposed Samoa Qualifications and National Competency Standards is the 

responsibility of the SAG.  However, a public announcement in the media and on the SQA website signals 

that the proposed Samoa Qualifications and National Competency Standards are now ready for 

endorsement. It is good practice to circulate the documents to stakeholders and request their official 

endorsement at this final stage. 

 

Actions to be taken at this step normally 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 Samoa Qualifications and 

National Competency Standards, with opportunity for final feedback  

c) Hard or soft copies circulated to consulted stakeholders with cover letter requesting final feedback (if any) 

and official endorsement 

 

Existing Templates 

• Press release 

• Website announcement 

• Organisation endorsement letter 

 

4.2 Endorsement by the Sector Advisory Group 

The Sector Advisory Group must endorse the proposed Samoa Qualifications and National Competency 

Standards.  Evidence of the SAG endorsement in the form of signatures of all SAG members (or majority) 

must be documented for QA processes. 

 

Existing Templates 

• SAG endorsement letter 

 

III. SQF Registration 

1. Registration Panel 

The process of the registration panel is the responsibility of the Quality Assurance Division.  The registration 

panel will be convened earlier in the process than the development process but will still serve the same 

function – of independent validation of the content, adding in comment on process.  If the panel is required 

for final registration, it is the same panel. 
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2. Interim Response 

2.1 Registration Panel convened at Phase 2.4 of Review not at end 

The completed review plan is sent to SQA Registration panel members to approve the plan with any required 

amendments such as 

• additional stakeholders be approached in the review (though there can be no guarantee they will 

contribute), specifically or generally 

• additional topics are considered 

o e.g. New Technology X should be included 

• modification of topics suggested 

o e.g. the review panel recommendation for removing a topic be explored further in the 

review as ‘what would need to happen if it is critical for some people, but others can’t do it’. 

• removal of some topics 

o e.g. no-one installs copper cable anymore, so it shouldn’t be in the Samoa Qualification or 

National Competency Standards 

OR 

• no additional requirements to be considered during the review. 

 

Topics required by the registration panel must be explored by the review panel and in the validation 

consultation.  Any additional stakeholders required by the registration panel must be invited to participate in 

consultation.  The solutions proposed by the review panel will be based on the in-depth review work, 

validation consultation and endorsement process. 

 

3. End of Review Registration 

3.1 Documents for QA Submission 

After sector endorsement has been confirmed through the agreement of the Sector Advisory Group, the 

Qualifications Division must prepare the proposed Samoa Qualifications and National Competency Standards 

for registration on the Samoa Qualifications Framework. 

 

a. Qualification Registration Application Forms for each Samoa Qualification 

b. Complete Samoa Qualification & National Competency Standards packages including a summary of 

changes table and information for providers with programmes, of what actions they need to take and any 

transition period to new or revised qualifications 

c. Endorsement of the SAG 

d. Endorsement letters from organisations (where these have been provided) 

e. Project plan including final scope of review, showing any changes required by SAG and Registration Panel 

f. Summary of Review Panel meetings documenting how key issues were addressed 

g. Validation Report 

h. Situational Analysis Report 

i. Any other relevant documents 
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3.2 QA Quality check of documentation 

QA Officer carries out evaluation and requests more information where necessary.  The evaluation focusses 

on: 

• Technical content: 

.1. Did the review panel address the requirements of the Registration panel? 

.2. Where changes have been significantly different to the review scope documented in the review 

plan, it may be necessary to reconvene the registration panel. 

 

• SQF criteria relating to registration 

.1. Have the criteria been met? 

.2. Do the suggested changes add value to the Samoa Qualification or National Competency 

Standards? 

 

3.3 Registration Panel Re-convened if required 

The registration panel will be re-convened if required.  This may for such things as changes in the review 

have been significantly different to the review scope documented in the review plan.  Quality Assurance 

Division will determine if it should be re-convened. 

 

Step in SQF Registration Process  Action for QD 
Evaluation of application – seek additional information 
where necessary 

Provide the additional information as soon as possible 

Formally respond with recommendations for change 
(Moderated Report) 

Address recommendations, involving review panel as 
necessary 

 

 

IV. Post Registration 
The publication process informs the sector of the registration of the qualifications and their component 

National Competency Standards.  However, due to the follow-on requirement of change to programmes, a 

formal letter should be sent to providers with accredited programmes or who may be developing a 

programme for accreditation.  This should document the changes, inform them of what actions they need to 

take and any transition period to new or reviewed qualifications12. 

 

V. Risk Management 
Risk management is the process of identifying, classifying, rating and developing mitigations for any risks that 

might occur in Samoa Qualification and National Competency Standard 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 

                                                           
12 SQA Policies, Section D paragraph 43 
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phases. The register can be updated as new risks arise, identified risks change, or risks are closed (no longer 

exist). 

 

 

VI. Further Actions 
1. Registration process variation embedded into QA documents for review process 

2. Check and if necessary, adjust QA of programmes process/policy to be explicit about implementing 

results of review (check that SQA Policy, Section A the Samoa Qualifications Framework Paragraph 

11 connect to QA programme policy) 

3. Implementation of the central log to support Phase 1, 1.3 Feedback from current users. 

4. Reconciliation with any changes required by RoA policy or implementation. 
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APPENDIX A – Re-release process 

If the recommendation of the Situational Analysis is that fixing known problems and re-releasing a 

qualification or suite of qualifications is the appropriate solution, and that recommendation is adopted by 

the SQA EMT, the following process is recommended. 

 

 


