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|. Introduction

The SQA is mandated under the Samoa Qualifications 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

e 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

e Develop and facilitate partnerships between stakeholders in business, industry, professional,
non-government and community organisations and the PSET sector

e 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

e Regulate qualifications and quality standards for all the Post School Education and Training
(PSET) providers in Samoa

The review manual and guidelines for registered Samoa Qualifications and National Competency
Standards support these and other 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 builds on the operational guidelines for the review of registered Samoa Qualifications and
National Competency Standards to act as a manual.

It is designed to be used by SQA staff in the Qualification Division (QD) who are responsible for
coordinating and facilitating the review of Samoa Quialifications and National Competency Standards.

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.
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The Samoa Qualifications Framework

LEVEL QUALIFICATION

X DOCTORATES
5.4 MASTERS
VI POSTGRADUATE DIPLOMAS, POSTGRADUATE
CERTIFICATES, BACHELOR WITH HONOURS

BACHELORS, GRADUATE DIPLOMAS,
GRADUATE CERTIFICATES

DIPLOMAS

III

CERTIFICATES

2.1 Qualifications

The SQF includes two broad types of registered qualifications.

e Provider Qualifications
Provider qualifications are those developed and awarded by a registered PSET provider. Provider
qualifications are not covered by the review guidelines or this manual.

e 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 the review guidelines and this manual.

2.2 SQF Level Descriptors

Each level of the SQF is characterised by level descriptors that define the qualification in terms of
knowledge, skills and application. There are ten levels on the SQF, but Samoa Qualifications are currently
focussed on Certificates at levels I-IV. Therefore, the review process needs to focus on these levels.
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The table below includes levels I-V on the SQF. Level V is included to confirm the upper edge of level IV

Knowledge Skill Application Credit
values

Graduates will have Graduates will have a broad Graduates will apply knowledge 120 —
specialised technical and  range of skills to think, work and  and skills in order to 240
theoretical knowledge in  communicate in order to analyse demonstrate autonomy, credits
a specialised area or a and find solutions to predictable  judgement in a defined
broad work field and/or  and unpredictable problems and  responsibility in known and
learning situations and to communicate changing contexts and to
this information to others. manage the work performance
and/or learning of others

Graduates will have Graduates will have a broad Graduates will apply knowledge
knowledge of broad range of skills to think, work and  and skills to demonstrate
facts and practical and communicate to select solutions  autonomy and to make
theoretical knowledge for known and unknown judgements in both predictable 120 -
related to a specialised problems and to apply a range of and unpredictable contexts. 240
or broad area of work methods, tools, materials and Graduates will manage their credits
and/or learning information to complete a range  own learning and take some

of routine and non-routine tasks  responsibility for the work and

learning of others

Graduates will have Graduates will have the skills to Graduates will apply knowledge
knowledge of facts and think, work and communicate to  and skills to make judgements
procedures and, select and apply solutions to about problems under limited

technical knowledge for ~ familiar problems using a supervision with some 120 —
a defined area of work specialised range of methods, autonomy. They will be mainly 240
and/or learning tools, materials in work and/or routine and predictable and .
learning require collaboration with credits
others. Graduates will take
major responsibility for their
own learning and performance
Graduates will have Graduates will have the skills to Graduates will apply knowledge
knowledge of basic facts  think, work and communicate in  and skills in structured contexts
or of operations relevant  order to apply known processes  under general supervision in
to work in a defined and known solutions to collaboration with others 60— 120
context and/or for problems that are familiar. .
learning Graduates will have the skills to arsl s
apply known methods, tools and
materials in work or further
learning
Graduates will have Graduates will have the skills to Graduates will apply knowledge
functional knowledge of  think, work and communicate on and skills in highly structured
literacy and numeracy routine tasks under direction and directed work, social or
and how to live, work and supervision and to identify learning contexts where 40— 120
and study with other and report on any routine interaction with others follows credits

people to live problems routine patterns
productively in their

community and enter

work or further study
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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:

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

e Components for which there is automatically portable credit — the only components permissible
in Samoa Qualification are National Competency Standards

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

e Aflexible structure providing learners with attainable milestones, career options and flexible
qualification pathways

The review of Samoa Qualifications must necessarily involve the review of National Competency
Standards. There are specific registration criteria for Samoa Qualifications, and additional criteria for the
registration of National Competency Standards. The review process will move between the qualification
and its components, and at the end, each will be evaluated against the applicable criteria.

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:

N Responsible
SQA Division

Supplying Tracer study and Employer survey data and interpretation, relevant

RPPD

to the review of Samoa Qualifications and National Competency Standards

Supplying Moderator feedback relevant to NCSs in the review QAD

Supplying NCS usage information, including use in programmes leading to Thgse all contribute to Phase 1 of the
QAD review process

provider qualifications

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

Approving the launch of the review of Samoa Qualifications and National EMT This launches Phase 2 onwards of the
Competency Standards review process

Managing Sector Advisory Group input into the review of Samoa Qualifications

. D

and National Competency Standards Q

Convening and facilitating a review panel to review the Samoa Qualifications These all contribute to Phases 2, 3 and
. Qb .

and National Competency Standards 4 of the review process

Conducting Secretariat functions for the review panel and managing ap

consultation processes

Registering the reviewed qualifications and NCSs in the register of Samoa QAD

Qualifications and National Competency Standards

Dissemination of Samoa Qualifications and National Competency Standards for QD

the information of PSET Providers and the public

© Skills International Ltd 2018 Page 6 of 42
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RPPD: Research Policy and Planning Division; QAD: Quality Assurance Division;
QD: Qualifications Division; EMT: Executive Management Team

II. Review of Samoa Qualifications & National

Competency Standards

Overview of Process

PHASE ACTIVITIES TEMPLATES NEEDED APPROVAL

1. Situational
Analysis

2 Review

3. Validation

4 Endorsement

1.1 Background Research

1.2 SQ and NCS usage data
1.3 Feedback from current users

1.4 Produce report with
recommendation for next step

2.1 Review planning

2.2 Contract review panel

2.3 Confirm review plan and scope
of the review

2.4 Review Panel Interim Response
2.5 Review in detail

2.6 Benchmarking

2.7 Prepare Validation Drafts of
reviewed SQs & NCSs

3.1 Validation Drafts sent to Sector
Advisory Group

3.2 Validation Consultations

3.3 Prepare Endorsement Drafts of
proposed SQs & NCSs

4.1 Stakeholder endorsement

4.2 Sector Advisory Group to
endorse reviewed SQs & NCSs

Situational Analysis Report

Project plan

Contract
Review guidelines

Registered SQs and NCS

Project plan

Project plan
Detailed scope

Review guidelines
Registered SQs and NCS

Publication Format

Press release
Website announcement
Record of Validation Feedback

Record of attendance at
consultations

Validation Report

Press release
Website announcement

Organisation Endorsement Letter

SAG Endorsement Letter

ACEO QD: Approve to commence
Situational Analysis

QD with data from RPP and QA

EMT: Approve Review or deferral or re-
release

ACEO QD

EMT: Contract for SQs & NCS review panel
members

Sector Advisory Group: comment on plan

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

ACEO QD: Consultation preparations

SAG: Endorsement of final documents

© Skills International Ltd 2018
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Overview of process flow

Phase 3

SAG SAG
comment comment
Phase 1 Phase 2 Phase 2 Phase 3
Situational - Review - Review in - Validation
Analysis Plan detail Consultation
- Scope -Qb - Address
Work processes feedback

EMT
Approval

Registration
Panel

Approval +/-
requirements

Phase 4

Phase 4

SAG

Endorsement

POST-REG

Post
Registration

Registration
- Registration

- Address - Disseminate
QAD - Support to
feedback implement

QAD

Did it address
requirements
in plan/scope?

© Skills International Ltd 2018
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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  Overall The SAG is an ongoing group that provides the following functions
Advisory for the review
Group (SAG) e provide high level support to inform and support the

development of the qualification

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

e provide critique during the development of the qualifications

e communicate progress to their networks and encourage
engagement in validation

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

e promote the qualifications to the sector

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 Overall The Review Panel that is created for the purpose of the review. Its
members 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.

23,25 Provide technical expertise to input into the SQs and NCSs, and to
provide critique to the SQs and NCSs during the review.

3.2,33 Support validation consultation as required.
Addressing feedback raised in validation

Registration Remain available and help respond to QAD feedback if required.
Qualifications Phase Zero Preparing the Document structures and conventions prior to review.
Division QD . . . . . .
1.1,1.2,1.3,1.4 Source information required, prepare Situational Analysis zfor EMT
approval
1.3 Create, promote, maintain and monitor the feedback log.
2.1 Plan the review

© Skills International Ltd 2018 Page 10 of 42
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Quality
Assurance
Division

(QAD)

Registration
Panel

Research,
Policy and
Planning
Division
(RPPD)
Executive

Management
Team (EMT)

2.2
2.3,2.5

2.4

2.6,2.7
3.1,3.23.3
4.1,4.2

Registration 3.1

2.4

Registration 3.2

Registration 3.3

Overall

2.4
Registration 3.1

Registration 3.3

1.2

Overall

Phase 1

Contract the review panel

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

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

Benchmarking and creation of validation drafts
Facilitate and manage Validation processes
Manage Endorsement processes

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.

Contract and manage the Registration panel

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

Quality check the submission. Seek responses if necessary.
Approve the package

Re-convene the Registration Panel if required

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.

independent validation of the proposed content
comment on process

independent validation of the content.

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

Oversight and accountability for meeting SQA objectives.

Approval to commence the review project

© Skills International Ltd 2018
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Phase 0: Getting the structure right to manage multiple versions of
documents

Before doing any work on the review, it is critical to set up the structures and naming conventions that
will support differentiating versions.

There are two concepts relating to version management
e versioning to do with document production, which this section deals with
e versioning to do with records of achievement, which will be dealt with by the Record of
Achievement policy and process — which may cause change to this manual and the review
guidelines.

The following are guiding principles for qualification review document production and management.
At any stage it should be possible to:

o differentiate registered versions from development versions

e identify the latest draft of any document

e know which draft document (version) a stakeholder has been sent
e identify feedback or endorsement from a stakeholder

e |ook at other examples of work in equivalent reviews

e match a hard copy document to the soft copy document.

0.1 Structures

The critical thinking behind any structure is it need to be as simple as is required to be able to
differentiate the use and purpose of the documents. This allows for people to

e find, compare, and contrast their or others’ documents readily
o refer to information at a later time when all understanding of the intent of documents has been
lost — through staff change or time.

For file explorer type set ups, a series of folders can be helpful. For other systems, equivalents may be
needed.

For each review there should be a new folder, with sub-folders, with further sub-folders. The top folder
name should include the year the project begins, the sector, and type of work. Choosing which of these
things goes first in the folder name should be agreed by the QD team ahead of reviews, so there is
consistency across reviews. Which is the primary information?

Depending on technology infrastructure requirements, it may be possible to use the name to indicate the
status, such as adding in the phase at the end of the name and changing to complete at the end. In this
way it may be possible to use the folder structure as a simple way of monitoring progress.

© Skills International Ltd 2018 Page 13 of 42
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How do you divide information — by year ) ]
or by sector? Plumbing 2019 Review

Or

2019 Plumbing Review

The first level of sub-folders should be divided into the major phases in the review as a means of filtering
the information.

cations » QSD REVIEWS » 2019 Plumbing Review

|:| Name

A

1 Situational Analysis

2 Review ms » QSD REVIEWS » 2019 Plumbing Review - Deferred to 2021
Fal

3 Validation Name

4 Endorsement 1 Situational Analysis

5 Registration process

6 Post registration
ons » QSD REVIEWS > 2019 Plumbing Review - Phase 2

Fay
Name

1 Situational Analysis

Folder names can provide information as

ions » QSD REVIEWS > 2019 Plumbing Re-release - Complete
well as structure

Fas
] Name

1 Situational Analysis

ons » QSD REVIEWS » 2019 Plumbing Review » 2 Review

The second layer of sub-folders Name -
can break each of the phases into
the processes used in the phase. 1 Review Plan

3 Review Scoping
4 Review in detail

5 International

6 Validation drafts

© Skills International Ltd 2018 Page 14 of 42
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For areas such as the Review in detail, there will certainly need to be further folders. Depending on depth
of folders permitted in the IT infrastructure, this may be by another level of sub-folders, or by using
number sequencing in new folders at the same level.

The divisions could be by process/event, or by content. This should be agreed by the QD team ahead of
reviews, so there is consistency across reviews.

ions > QSD REVIEWS » 2019 Plumbing Review » 2 Review

] Name
1 Review Plan
3 Review Scoping
4 Review in detail - meeting agendas and minutes

] 4.0 original QSs and NCSs

4.1 meeting 2 work

4.2 meeting 3 work jons > QSD REVIEWS > 2019 Plumbing Review > 2 Review
5 International ~

] Name
6 Validation drafts

1 Review Plan

3 Review Scoping

4 Review in detail - meeting agendas and minutes
v] = 4.0 original QSs and NCSs

4.1 Level 1 work

4.2 Level 2 work

5 International

6 Validation drafts

The same differentiation can be achieved by the adding to the numbering convention instead of adding
another layer of folders

2.1 Review Plan

2.3 Review Scoping

2.4 Review in detail - meeting agendas and minutes
2.4.0 original QSs and NCSs

2.4.1 Level 1 work

2.4.2 Level 2 work

© Skills International Ltd 2018 Page 15 of 42
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0.2 Document conventions

Re-work and loss of fidelity occur when there is poor document management, and naming conventions
are a simple way to resolve many issues. Without this, feedback from stakeholders may be on different
versions without it being clear, or worse, there may be a stakeholder issue and it isn’t clear what the
stakeholder has been sent. No doubt there are existing conventions at SQA. The points here are
intended to supplement these conventions.

Use the file name in the footer to tie hard copy to soft copy.

1.1. This is achieved most easily by including the field ‘filename’. This will need to be
updated prior whenever the document is saved as another version but is as simple as
right clicking the field and updating.

1.2. This may not be appropriate for Samoa Qualifications and National Competency
Standards as it may break publishing formats.

Use watermarks to aid differentiation. The watermarking on the diagonal is more noticeable

than horizontally. Rather than simply using the word ‘Draft’ adding phrasing such as

‘Validation draft’ or ‘For SAG comment’ identifies the review version at a glance and supports

readers.

Use date in names. When these are used, they should be in the sequence year-month-day,

which means the date supports documents to maintain development sequence. While there

is a date modified feature in file management systemes, this is risky to rely on in case an older
document is open and saved rather than open and closed without saving — therefore
including the date in the name is a strong feature of differentiation.

Use the specific project in naming of generic documents. Precisely which Situational Analysis

Report is this? Saving as Situational Analysis report does nothing to aid searching for a report

for a specific sector.

Differentiate draft versioning from published/registered versions. Use different identifiers for

two types of versions

5.1. Some versioning systems use the system of whole number to mark publishing, decimal
point to note incremental change between publishing. But what is published? In the
case of qualification review, is it when a version has gone for consultation or is it when it
is registered? Not everyone knows this system, so it is confusing that you are working on
the development of version 2 documents, but they are all coded version 1.2 or 1.8 or
other variation.

5.2. For managing Samoa Qualifications and National Competency Standards — 2 version
management issues

5.2.1. On the document record the next version combined with the word draft, in the
pattern required by the ROA management system. This is to differentiate it from
the registered SQF version, and to indicate it is not yet registered.

5.2.2.If this is not yet established or clear, create a new box above the title and include in
it “Development of SQF Version 2”

5.2.3.Use the file name field feature in the footer, or apply in the box you have added,
calling it “Review draft version {Filename}. This is to differentiate the development
versions.

5.2.4.Use the watermark feature with the review draft version not the SQF version.

5.3. For managing other documents, use the last two points of 5.2

© Skills International Ltd 2018 Page 16 of 42
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Save as PDFs as well as word for critical points such as approvals, public consultation,
submission for registration.

0.3 Registered versions

Although in the registration process QD has the ‘final’ copy of the Samoa Qualifications and National
Competency Standards saved in their review folder, these should not be considered the registered
versions. Final approved registered copies should be placed in a separate folder. The copies should be
made read only and both word and pdf copies should be saved. Only QAD should be able to save copies
to this folder, and it should be the final step of the registration process. The folder structure or tagging
should allow for finding National Competency Standards by sub-field. The folder structure will need to
accommodate SQF versioning.

This folder should be available to all at SQA who require access to registered Samoa Qualifications and
National Competency Standards. Consideration should be given to putting these in a location that
providers can source soft copy.

Phase 1: Situational Analysis

The Situational Analysis may occur because
A. the Samoa Qualification has reached its review date
B. or external events out of the review cycle, such as legislative change potentially impacting the
Samoa Qualification and National Competency Standards.

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.

1.1 Background Research

Desktop research should be carried out to compile information, identifying any changes in, updating or
confirming the topics in the review guidelines.

Underneath each topic are some questions. These are the kinds of questions that the data and
information you are gathering are attempting to answer. There may be additional questions that arise,
don’t be limited by the ones listed. It may not be possible to answer all the questions, but all should be
considered to connect the qualification review and use to the context it is designed to support.

Description of the Industry or Sector
e Hasit grown? Broadened? Changed in any other way?

Importance of the sector to national development (SDS & GDP)
e Has it changed in priority since development?
e Isthere any evidence of the effect of people holding the qualification?
o Increase in GDP contribution for sector?
o Less accidents?

© Skills International Ltd 2018 Page 17 of 42



skKill

INTERNATIONAL

Labour market information if available (e.g. workforce statistics/growth forecasts)
e Are there more or less jobs available than at development or at the last review?
e Are the roles the same as at development or are there new ones?
e Is the movement between roles the same as at development or at the last review?
e What is the balance between formal employment and informal employment for the sector?
e Has there been any demographic changes in the sector?
e What are the forecasts for growth for the sector?
e Were previous forecasts correct? What reasons are there for any differences?
e Are there any skills shortages?
e Whatis the % of qualified people in the workforce and to what level are they qualified?

Current and future skills needs (if identified)
e What skills are being looked for in job vacancies for the sector?
e Do any reports talk about missing or redundant skills?

Changes in regulation or regulatory requirements, legislation or industry standards that have occurred or
are impending

e What is the timing of changes for the regulation/legislation/standards that this sector uses?

e  What impact will the change likely have on the qualification size, shape or direction?

e What impact will the change likely have on National Competency Standards used in the sector?

Identification of the major stakeholders and context they face that may influence the review
e Example — Sporting organisations are major stakeholders and the Pacific Games are impending so

therefore
o it may challenging for stakeholders to give attention to the review until the Games are
finished
or

o with the impending games there is a new focus on the skills required in the sector and an
opportunity to leverage stakeholders’ current development work to review the
qualification if it occurs within certain dates.

e Example — hospitality organisations are major stakeholders so therefore timing needs to factor in
peak tourist season for them to be able to contribute to the review.

International information including changes in standards
e Does the sector use any international industry standards or qualifications?
o When will/have they change(d)? How often do they change?
e Do any of the National Competency Standards use New Zealand unit standards or Australian units
of competency as a base?
o When will they/have they changed*?
o Is SQA on any mailing lists to stay informed about the reviews?

1 See Section 2.5 International Benchmarking for links
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o Consider developing a relationship with the entity that creates the qualifications and unit
standards/units of competency, as they can help with understanding changes or
impending changes.

e Is there movement of people internationally? Which way?
e Are the jobs on any Skills shortage lists overseas?

o What effect is that having on the local labour market?

o lIsthere any way this can support or hinder the review or uptake of qualifications in
Samoa?

Alignment of Samoa Qualification and National Competency Standards with national and sector plans
e Which plans support the sector?
e What direction for timing, content or stakeholder engagement do these provide?

If data isn’t directly available for Samoa, is there data available for the sector in countries like New
Zealand or Australia that you can use to inform gaps?

The following lists the minimum document resources that are likely to be relevant:
e Strategy for the Development of Samoa
e Relevant Samoan government reports
e Labour market surveys and reports (actual versus predicted)
e 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 how the Samoa Qualifications and
National Competency Standards are being used. Their non-use is important information too. This section
provides immediate feedback about whether the Samoa Qualifications and National Competency
Standards are being used, about to be used or not used, and which providers have been using them.
There is also additional information that can be complex to interpret but is useful to discuss later during
the review to see if meaning can be drawn. By way of example, lack of conversion to employment may be
because:
e There is no need for the qualification
e Thereis a need but skillsets in the qualification are targeted wrongly
e The qualification is fine but the provider programme isn’t delivering
e The programme is fine but the learner didn’t achieve
e The learner achieved but employers don’t know about the qualification so don’t look for
graduates
e Employers value the qualification but there are no jobs in that particular locality
e Employers value different qualifications than the Samoa Qualifications (international or provider
qualifications)
e A mixture of some or all of the above.

While the tracer studies as a whole are valuable, it will be useful to use the data that is gathered directly.
The Research, Policy and Planning team have the raw datasets that can be divided into the sector under
review. This will allow more precision in using the data to inform the review, however it is important to
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stay focussed on informing the review of Samoa Qualifications and National Competency Standards, not
critiquing the provider programme and not breaching any requirements relating to identification of
individuals.

Current education and training provision to equip individuals for work in the industry or sector
e Which providers are active in the sector?
o Informal and formal
e Are there any apprenticeships?
e What changes are occurring amongst providers?
e Are there any opportunities to improve relationships and partnerships?

Identification of provider qualifications supporting the sector and identification of training providers using
National Competency Standards in programmes leading to provider qualifications

e Which National Competency Standards are they using if they are?

o Are the National Competency Standards technical/generic/a mix?
e Isthere any intelligence about why they are using their own qualifications rather than Samoa
Qualifications?

e How long has their programme been operating?

e Are there any graduates yet?

e  What will the impact of a review be for the provider and their learners?

Identification of providers with approved programmes leading to Samoa Qualifications?
e How long has their programme been operating?
e Are there any graduates yet?
e What will the impact of a review be for the provider and their learners?

Programme/qualification enrolment and completion rates and conversion to employment

What data is available about enrolment versus completion?

What do the Tracer studies show?

What do the Employer surveys show?

What impacts are the qualifications having?

Is the data about the qualification or is it the programme/learner/context/too hard to tell?

Is there anything about the context the programme occurred in — eg an apprenticeship compared
to a provider programme, a programme with structured workplace experience compared to one
without?

e Canyou identify any barriers and successes?

Record of Achievement data (once available)
e  Which National Competency Standards are used?
e Are there any that aren’t used?

The following lists the minimum document resources that are likely to be relevant:
e QAD programme approval lists
e Employer survey data
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e PSET Tracer Studies

1.3 Feedback from current users

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.
e During SQA interactions supporting uptake of the qualifications, there may be comments on
National Competency Standards structure or content
o Example: feedback on welding National Competency Standards that should always go
together, so why are they separated
= This would lead to considering it at review as — Merge the standards? Does this
affect any other sector? Is merging validated by employers?
o Example: feedback from a provider that an employer providing work experience had said
there is newer welding equipment the learners should be able to use.
= This would lead to considering it at review as — possible input into resource
requirement of National Competency Standard — but would need to be validated
by other employers, or else add as ‘may’ not a requirement.
e Providers cans 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.
o The email address is intended to capture self -generated feedback from users.
e Provider feedback from the meeting minutes of Industry Advisory Groups regarding National
Competency Standards or Samoa Qualification content, current or future
e SQA QAD comment on interpretation of National Competency Standards shown through the
moderation 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.

1.4 Produce report with recommendation for next steps

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.

The nature of the recommendations will reflect the starting point of the Situational Analysis
A. the Samoa Qualification has reached its review date
B. or external events out of the review cycle, such as legislative change potentially impacting the
qualification and National Competency Standards.

A Samoa Qualification has 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. If it is
deferred, it can be combined with a re-release if necessary.
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The review may be deferred once because for one or more of the following reasons
e changes that need to occur in the broader context prior to review, or else the review may need
to be re-done. Such as changes to legislation, regulation, or standards
e 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
e sector events mean it would be preferable to defer the review.

Sometimes the situational analysis shows there are conflicting needs. For some sectors the review should
continue, for others it should be deferred. All recommendations need to look at the whole situation and
provide for the overall best outcome.

How long to defer the review needs to be addressed in the recommendations with a range of up to 2
years. The following statements offer a guideline, but it is dependent on the judgement of SQA.
e Where one reason is present, recommend the review may be deferred for up to 1 year
e Where more than one reason is present, recommend the review may be deferred for up to 2
years

B External events out of the review cycle

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
notification.

The review may be started early because for one or more of the following reasons
e theindustry requirement has changed significantly that affect one qualification or a pathway
e changes are occurring or have occurred in the broader context that the review can
support/address/leverage by occurring at the same time
e graduate data from tracer studies and employer surveys show graduates are not meeting the
needs of industry.

A re-release may be preferable to a review, particularly when the change only affects some of the
component National Competency Standards rather than a whole qualification or pathway. A re-release
fixes known issues and is focussed on keeping the qualification achievable until it is reviewed.

Change Review Date Change Content

Defer: Re-Release:
o Defers review for 1-2 years o Does not change review date — fit for now until review
e No changes to content date
e Can be done once only e Adjusts content — addressing known issues to keep

NCSs/qualifications achievable until review

Review:

e Full review: new version fit for the next five years
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e New review date 5 years in future
e 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.

Approval process for Situation Analysis Reports

Where possible it is recommended to have early feedback from RPPD on interpretation of datasets such
as Tracer study data. This will help develop capacity across SQA. If time or availability do not permit this,
the report should continue through to completion rather than be delayed.

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.

Of course, it might not get approved according to your recommendations, but having been reviewed by
the ACEO QD lessens the likelihood of being off track.

Existing Templates
e Situational Analysis Report

Phase 2: Review of Samoa Qualifications and National Competency
Standards

Stakeholders recognise the importance of industry involvement in the review process. That it should
occur early and where possible should help build SQA-provider-industry partnerships. Therefore, this is
an important consideration in the planning as well as the operation of the review.

Where possible, consultation processes should support the development and maintenance of
partnerships to support the implementation of Samoa Qualifications. Examples of partnerships include
e 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
o Employers offering workplace attachments or experience to learners from training
providers
e 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
e 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
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increased understanding by employers of the Samoa Qualifications and National Competency
Standards
o Membership organisations and their members — access employer feedback directly

2.1 Review Planning

This part of the review process is very important. The thinking here will mean that the review should flow
well and produce good results. You will plan all the way through to the qualifications being registered and
beyond. You will identify all the stakeholders and think about how to engage with them. You will plan all
the meetings and all the consultation processes — all the way through to the end before you start the
review. You will have dates for meetings of the review panel, when the SAG and the registration panel
will get the plan with the scope of the changes in the review, the window of validation consultation and
provisionally how this will run, when the package will go to QAD and when it will come back.

By planning, it means you can book people’s time and form commitments once the project plan is
finalised. There will be changes as you work, so you will need to build in a few buffers of time to allow for
these changes or delays.

The review plan consists of the following information:
Planning and research:
1.1. Background information - summary of what has led to the review project — the conclusions
from the Situational Analysis
1.2. Purpose and objectives
Review stakeholders
2.1. This section identifies stakeholders in the sector. It also identifies those that are key to the
success of the review. Key stakeholders are those who would provide significant benefit to
the review. It should provide and explanation of the nature, degree and reason for
involvement (i.e. appropriate, credible and representative).
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. Relevant employer groups
2.1.5. Large employers and small employers
2.1.6. Relevant community or Church groups
2.1.7.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.
2.2.1.Example: Industry Association A has a large membership. We will approach the
association to help us tell employers about the review panel process and how to
apply to be on it. We will also ask about employers who are able to comment on
drafts and find the most appropriate time and location — it may be a breakfast
meeting. We are aiming for approximately 10 employers of varying sizes.
2.2.2.Example: Regional providers - we could support development of local provider-
industry connections by asking to meet with their industry advisory group/work
attachment employers in the validation round.
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2.2.3.Example: Provider X and Provider Y have expressed an interest in working with
other providers, if we meet with them together in the validation round it may help
this.

2.2.4.Example: Product supplier B offers installation training required by the overseas
manufacturer. We will approach them with a focus on the National Competency
Standards for that type of equipment, but we will need to make sure we keep the
National Competency Standard applicable to all brands, not their one. It would be
good if the industry association came too. We should see if they do this for other
types of equipment too.

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

Review Scope

3.1. Project scope drafted (this will be further developed and confirmed after the review panel
is established).

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

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, turnaround for internal vetting/peer review, turnaround for validation 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
Approval

New Templates
e Project Plan

2.2 Contract the Review panel

This process will be managed by the ACEO QD. However, the SQA Qualifications Division Principal Officer
will facilitate and be a member on behalf of SQA. Choosing the right people is important to ensure the
technical content is current, to ensure there is balance in the views and that the panel can function as a
group. The terms of reference will need to address the review process and requirements, based on the
guidelines and review plan. SQA Qualifications Division Officers provide secretariat services.

New/existing Templates
e Contract
e Review panel terms of reference
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2.3 Confirm the review plan and scope of the review

The Qualifications Division Principal Officer (or their delegate) will facilitate discussions based on the data
and information from the Situational Analysis report and draft review plan.

The Qualifications Division Principal Officer is a member of the review panel and facilitates the meetings.
It is recommended there is another Qualifications Division person there to help with taking notes and
writing.

The first meeting will focus on getting a sense of the scope of the work. There will be much detailed work
to follow, but this is about the big picture then easing into more detail. Start with a discussion about the
key points from the Situational Analysis followed by discussion about the review plan. This will help the
panel begin to work as a group and establish common understanding. Follow this with overarching
themes that arise about the overall package, then move into each qualification. The qualifications can be
addressed in any sequence however, it is common to work from the top down or the bottom up,
depending on where the panel’s passions lie.

To prepare for this meeting, it is important that documents are sent to panel members ahead of the
meeting — approximately 1 week before the first meeting (see the review plan)
They will need

e An explanation of the overarching process (this may repeat what was sent at contracting)

e Situational Analysis report

e Review plan

e Published package of qualifications and National Competency Standards

e Additional generic standards to consider

e Guiding questions to trigger thinking.

At the meeting recording the consensus on changes required should be captured in a structured way so
that it can be added into the project scope. On the next the page there is a table that could be used. The
reason for having the information in this manner is to encourage the thinking to be across the suite of
qualifications, rather than solely about one. You can focus on one by using the columns, and across the
suite using the rows. Concepts that arise when thinking about one qualification often trigger thoughts
about others. Tables such as these allow for easy capture and management of ideas that may arise out of
sequence.

It would be useful to rework the table of National Competency Standards in the published package to be
by theme. For example

e |Installation

e Equipment / products

e  Material knowledge / Fabrication skills

e Legislation —industry standards

e Technical drawing/record keeping

e Safety and hazard management

e Communication / interactions

e  Maths - Business skills
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While the work on the National Competency Standards themselves won’t occur until later, grouping into themes
makes the information easier to process and so therefore better discussion and decision making. You may find the
original themes from the development a useful starting point, assuming they are available.
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Overall: Area Scope of changes require

Sector Description

Pathway or movement
between qualifications

Approach to generic skills

Other comments (if any)

SQCertin L1 SQCertin L2 SQ Certin L3 SQCertin L4

Title
Scope
Level
Credit
Outcomes

The roles the qualification
is targeted towards

Additional skills and
knowledge needed

Topics to be removed

Topics that are identified
as potentially problematic
needing specific attention

Recommendations about
transition

Other comments (if any)

© Skills International Ltd 2018 Page 28 of 42



skills

INTERNATIONAL

© Skills International Ltd 2018 Page 29 of 42



Thinking about the pathway

What did the Situational Analysis show about movement between jobs (if anything)?
What about graduate employment?

Future job growth? Emerging roles?

What are the implications for the scope of the qualifications in the pathway?

Are the qualifications meeting the needs or do the edges between them need to change?

Example: The current Electrical pathway has the Level 3 focussed on Switchgear Fitting. Is this still correct?
Is there a demand for specialist Switchgear Fitters in Samoa? Do all Electricians need these skills to this depth
in Samoa? The answers to these questions may confirm or propose changes to the scope of the Level 3
qualification.

Enhancing Employability

In the interests of supporting employability of graduates, mandatory topics? for the review panel to discuss
include
e inclusion of some of the suite of generic skills and knowledge National Competency Standards in the
reviewed qualifications
e 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.

Aside from the requirement for Samoa Qualifications to include ‘broad transferable and generic skills as well
specialised industry and professional skills and knowledge’, research is showing the importance of
‘generic/employability/soft/people skills to employers and learners alike. This is occurring in Samoa as well
as countries like New Zealand and Australia. The PSET conference 2018, and the SQA Tracer and Employer
surveys from 2017, all provided some ideas that could contribute toward improving the employability of
graduates.

The challenge is there is no firm agreement on one precise set to fit all contexts, therefore, while the need to
include these skills is mandatory, how much and exactly what is dependent on the context.

To aid discussion of generic skills

Cluster existing generic and or broadly transferable (but sector specific National Competency Standards)
using headings that relate to themes already present in the qualifications, themes arising from the
Situational Analysis or framework subfields or the following headings.

Arrange them so that it is possible to see the staircasing — financial management may start with managing
ones’ own money and move to concepts of business.

2 May include additional topics that arise from ongoing research, monitoring or evaluation, such as Tracer studies and
Employer surveys, or elsewhere.

skillsinternational.co.nz



NCSs available

UCIIAEIEIE) 6 Title Level Credit
area Code

Communication

Customer service

Time management

Problem solving

Computing
Teamwork
Self-management

Financial capability

Talking about workplace experience

One of the ways Samoa Qualifications could support the transition of graduates from the classroom to the
workplace would be including the opportunity for assessment in the workplace for some of the national
competency standards.

This could be via workplace experience, or via structured workplace training like an apprenticeship.
Alternatively, it could be via simulated experiences that are created to represent the real-world interactions.

e What opportunities should there be in the qualification to apply skills in work?
e Should any of these be requirements?

Transition thinking

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 Division.

A normal term of transition would be two years, however, there may be valid reasons for this to be shorter
or longer. Whatever these reasons are, they need to be agreed and documented. Longer timeframes risk
not meeting the industry demand for currency, shorter timeframes risk providers not being able to meet the
requirement and learners being impacted by the changes.

The Quality Assurance Division should be consulted on proposed timeframes, before Validation.
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2.4 Interim Response from the Registration panel

The following two things can happen concurrently.

1. The completed review plan is sent to the relevant SAG for comment on stakeholder planning and
scope of work proposed. They may have suggestions as to who, how or what else is needed.

2. The completed review plan is sent to SQA Registration panel members to approve the plan with any
required amendments such as
additional topics are considered and/or
additional stakeholders are added into the planned consultation.

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 intention is to get industry feedback early in the review process — therefore the point of influence of the
registration panel needs to be early. The major evaluation by the industry people on the registration panel is
of the review plan, especially its sections on sector stakeholders and the detailed scope with the areas the
review panel believes are important. This is the opportunity for the registration panel to ensure the review is
dealing with the right content, rather than at the end of the review when changes to content will create
rework. There is more detail about this in the registration process section.

New Templates
e Project Plan

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 addition requirements by the SAG and/or 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.

Using the level descriptors
The level descriptors and definitions are critical to working with Samoa Qualifications and National
Competency Standards.

e When creating/changing qualifications the descriptors guide the size of the qualification, the purpose
statements, and the mix of component National Competency Standards which can be at higher or
lower levels can be but must meet the guidelines set in the credit point description of each
qualification level

e When creating/changing National Competency Standards the descriptors guide the nature and
wording of the outcomes, the performance standards and range statements. The assessment of
National Competency Standards should also reflect the level descriptors, so suggested assessment
tasks should be able to be done at the level of the National Competency Standard.

e Once drafted/changed, the Samoa Qualifications and National Competency Standards are evaluated
back against the descriptors to ensure they reflect the level appropriately. Typically, National
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Competency Standards are evaluated against the stated level, and the level above and below, to
ensure they are meeting the level correctly.

When using the level descriptors, one way of focusing on the levels with more precision is to focus on the
differences between the levels. (See Appendix 1 for further details on level differences) This must be done
for each of the competency areas — knowledge, skill and application
For example: to confirm the level of a reviewed level IV National Competency Standard against the
knowledge competency
Looking at the knowledge descriptors, there are essentially two dimensions — the type/complexity of the
knowledge, and the area it is applied in.
e confirm the knowledge is broad (key difference from Level lll) but is not specialised (key difference at
Level V).
e confirm the area it is applied in is specialised or broad, not defined (key difference from Level lll)
(There is essentially no difference to Level V).

knowledge of facts and procedures broad facts and practical and specialised technical and
and, technical knowledge theoretical knowledge theoretical knowledge

defined area of work and/or learning specialised or broad area of work specialised area or a broad work
and/or learning field and/or learning

Some concepts relating to National Competency Standards

When looking at the National Competency Standards, there may be a temptation to delve into too much
detail and include too many range statements — accidentally describing perfect, rather than the newly
competent — which is what qualifications produce. The National Competency Standards should focus on
what must be measured to know a person is competent, rather than on everything that must be taught to
get them ready to be assessed. One way of exploring what must be assessed vs what must be taught is to
use examples of assessment while writing the standards — this is particularly useful when there are few in the
review who understand operational use of National Competency Standards.

Sometimes what look like separate skills are only used together in the workplace — so these outcomes could
be re-grouped into one National Competency Standard. This only works if it applies to all sectors that will
use the National Competency Standard. When there are many smaller National Competency Standards it
can affect the overall credit balance of topics across the qualification, and potentially create over-assessment
of contributory skills at the expense of the major outcomes.

Sometimes the reverse is true — that it may be better to break apart skills that are embedded in the same
National Competency Standard. An example from New Zealand relates to plumbing and drainlaying unit
standards. Prior to review every inground installation had an outcome about trenching as it is a critical skill.
However, this led to overassessment on the detail of how to trench etc. The solution was to breakout the
outcome on trenching to be a single unit standard, so it is assessed in full detail once. After that, the
application of how to trench safely, which is the critical skillset to measure, became a performance standard
for each inground installation outcome.

What is the perceived starting point of the learner is an important conversation. Working across the
qualifications by theme helps with understanding this, although it remains a challenge at level I. Following
themes doesn’t mean that each becomes a pre-requisite - it is important not to introduce unnecessary pre-
requisites, these should be reserved for critical areas where people would be at risk. Following the theme
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helps by using the premise that people coming in at the next level up will have equivalent knowledge and
skill as the starting point. If a lower level National Competency Standard is critical at a higher level, it can be
added to the qualification, rather than making it a pre-requisite, which may produce chains of unwanted
barriers.

Credit conversations

Credit is a concept that works with the average person —who of course doesn’t exist. It is an imperfect but
pragmatic way of determining proportionality for the outcomes for the qualification. The qualification is
made up of the credit of its component National Competency Standards, however the reverse is also true —
so the overarching size of the qualification can inform the credit of its components. This concept of
proportionality is useful as a means of evaluating whether credit values attributed to the National
Competency Standard drafts are correct.

Managing changes to Samoa Qualifications and National Competency Standards
e What were the transition times agreed?
e If any National Competency Standards are removed, and new ones added, there need to
consideration of whether an exemption should apply to people who hold the one removed.
e Are there any other exemptions that should be applied? Example, if you hold a higher level National
Competency Standard on the same theme, should you be exempt from a lower level one?
There is no precise science, it is about fairness, balancing the needs of all the stakeholders, even
when they are opposing needs. Examples of exemptions
o If a National Competency Standard in a related qualification but not in this one but is similar
enough it is acceptable to have the one instead. Will be stated as
= Have credit for ER18055 exempt from ER26036
o ER30000 replaced ER18056 and ER26037, which may lead to exempting because a person
hold one of the standards, or exempting because they need both
= Have credit for ER18056 OR ER26037 exempt from ER30000
= Have credit for ER18056 AND ER26037 exempt from ER30000
e How should someone appeal if the transition arrangements don’t work? Writing to SQA, but should
it be to the CEO or ACEO QD?
e SQA will need to notify these arrangements — how and when will this be done?

The changes to the Samoa Qualifications and National Competency Standards can be documented in the
qualification package that publishes them, unless qualifications are published in isolation, in which case the
changes should be documented per qualification. It should cover a summary of the changes to the
qualification, and a summary of the changes to the National Competency Standards.

It needs to document all the points about transition.

Peer reviewing

Once the first packages of reviewed National Competency Standards are stable — as in the panel has looked
at them, had time to reflect and have elected to not change them further — the package should be sent to
another SQA Qualifications Division Officer for early feedback. The peer review should evaluate against the
SQA registration criteria and particularly give feedback on readability and levelling. This feedback needs to be
given back to the review panel, to address appropriately — and to inform work on other National Competency
Standards or qualifications.

Towards the end of the work on National Competency Standards, the qualification documents should be
revisited, to ensure all technical requirements are met for National Competency Standards, and that the
qualifications meet the SQA Criteria for Qualification Registration. Check too, that all requirements of the
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registration panel and SAG have been addressed, and the changes are sufficiently documented to help
providers understand transition and what their requirements are.
Existing Templates

e Agenda

e Meeting minutes

e Samoa Qualification

e 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’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 can be found on the web at
http://www.nzqga.govt.nz/framework/search/index.do

New Zealand and National Qualifications can be found on the web at
https://www.nzga.govt.nz/nzgf/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

The websites in New Zealand and Australia include access to information about the changes that have been
made to qualifications and unit standards/units of competency.

Use the findings from the Situational Analysis about international contexts as a contributor to the
comparison as well as the reviewed National Competency Standards.

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
e 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. While the review process is intending to bring industry and provider feedback in earlier than
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previously, validation gives the opportunity for broader input. 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 objective is to get as much quality feedback as possible from stakeholders. A combination of methods is
recommended to maximise stakeholder engagement and obtain quality feedback®.

All the good planning done in the review plan should be applied in practice. It is imperative during the
validation process to keep good records of attendance and feedback.

Existing Templates
e Pressrelease
e Website announcement
e Record of validation feedback
e 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.
e 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.

e 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
e Validation Report

3 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
e Pressrelease
e Website announcement
e 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 the registration process.

Existing Templates
e SAG endorsement letter

Ill. SQF Registration

The review process varies from the development process when it comes to registration. The intention is to
get industry feedback early in the review process — therefore the point of influence of the registration panel
needs to be early. The major evaluation by the industry people on the registration panel is of the review
plan, especially its sections on sector stakeholders and areas the review panel believes are important.

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 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.

This is the opportunity for the registration panel to ensure the review is dealing with the right content, rather
than at the end of the review when changes to content will create rework. The registration panel should be
focussed at the level of the qualification outcomes rather than the specific performance standards in the
National Competency Standards, as the review panel includes subject matter expertise and the National
Competency Standards will also go through the validation process.

The Registration panel will see who is on the review panel and will be consulted in validation. This is to give
them confidence that process will deal with the review content appropriately. If the registration panel
believes there should be additional stakeholders consulted in the validation round, they can add them.

The registration panel may require
e additional stakeholders be approached in the review (though there can be no guarantee they will
contribute), specifically or generally
e additional topics are considered
o e.g. New Technology X should be included
e modification of topics considered
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’.
e removal of some topics
o e.g.no-one installs copper cable any more, 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 process,
but the solutions proposed by the review panel may differ from the view of the Registration panel.

e Example: Removing copper cable —in the regional areas they still need to maintain copper, so need
to continue to have people with the knowledge of how to fix it. Therefore we have removed the
installation National Competency Standards relating to copper but have retained the theory and
joining processes. This was endorsed specifically by employer X and A at validation (see validation
report)

e Example: Employer Y and Z were added to the stakeholder consultation at the request of the
registration panel. Employer Z was approached on X date, Y date, and again on Z date, but did not
respond to requests. The SAG member also approached them but was unable to get comment.
Employer Y however, commented and their amendments were incorporated (see validation report).

After the registration panel has done its work, the review panel will continue their work, looking at the
National Competency Standards in detail, considering all the requirements and incorporating solutions that
respond appropriately.
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The review process will continue through all remaining phases through to sector endorsement. 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.

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

3.2 QA Quality check of documentation

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

e  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

Provide the additional information as soon as possible
where necessary

© Skills International Ltd 2018 Page 39 of 42



Formally respond with recommendations for change Address recommendations, involving review panel as
(Moderated Report) necessary

V. 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 qualifications.

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
phases. The register can be updated as new risks arise, identified risks change, or risks are closed (no longer
exist).
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Appendix A — Level Descriptors

Highlighting the differences in the level descriptors

In each column, each colour deals with a different aspect to the competency, highlighting key differences

between levels.

Knowledge Skill Application

Graduates will have
specialised technical and
theoretical knowledge in

a F
work field and/or

learning

Graduates will have
knowledge of broad
facts and practical and
theoretical knowledge
related to a

of work
and/or learning

Graduates will have
knowledge of facts and
procedures and,
technical knowledge for

a _ of work

and/or learning

Graduates will have
knowledge of basic facts
or of operations relevant

towork in a -
Context and/or for

learning

Graduates will have
functional knowledge of
literacy and numeracy
and how to live, work
and study with other
people to live
productively in their

Graduates will have a broad

range of skills to think, work and
communicate in order to
to predictable

and unpredictable problems

Graduates will have a broad
range of skills to think, work and
communicate to

for known and unknown
problems and to

Graduates will have the skills to
think, work and communicate to

familiar problems using a

in work and/or

Graduates will have the skills to
think, work and communicate in

problems that are familiar.
Graduates will have the skills to

in work or further

|

Graduates will have the skills to
think, work and communicate on

on any routine

Graduates will apply knowledge
and skills in order to
demonstrate autonomy,
judgement in a defined
responsibility in

and/or learning

Graduates will apply knowledge
and skills to demonstrate
autonomy and to make

judgements in both r

Graduates will manage their
own learning and take some

the work and
learning of

Graduates will apply knowledge
and skills to make judgements
about problems under limited
supervision with some
autonomy. They will be mainly
and

require

-. Graduates will take

major responsibility for their
own learning and performance

Graduates will apply knowledge

and skills in Structured contexts

under general supervision in

Graduates will apply knowledge
and skills in
and directed work, social or
learning contexts where

120 -
240
credits

120 -
240
credits

120 -
240
credits

60—-120
credits

40-120
credits
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Appendix B — Describing Changes

Qualification examples
In box on the qualification or as otherwise required the changes should be summarised

The Samoa Certificate in Electronics Technology (Level 3) [xxxxxxx] has been replaced by Samoa Certificate in
Electronic Engineering (Level 3) [xxxx]. All enrolments must be to SQA accredited programmes leading to the
new qualification by December 2020. Learners enrolled prior to December 2020 may complete the replaced
version by December 2022 or transition to the new

Major changes in the replacement qualification:

significant differences, in terms of content, between the new and replaced qualifications;

more appropriate and up-to-date unit standards;

improved pathways between lower and higher level qualifications in electronics;

improved assessability;

greater flexibility in delivery of programmes;
introduction of a small elective component; and
change of credit value from 105 to 97.

The Samoa Certificate in Tourism (Level 3) [xxxxxxx] was reviewed. All enrolments must be to SQA accredited

programmes leading to the reviewed qualification by December 2020.

It did not change level or credit, however there were amendments to the purpose statement, as well as to
the component NCSs.

The review process resulted in the following changes to the component NCSs.

The following table shows where NCSs have changed level or credit with the new figure in bold

Changes to titles to better reflect the assessment outcome.
Increase to level of unit standards MCXXXXX and MCYYYYY to better reflect the level descriptors.

Adjustment of credit values to reflect notional learning time more accurately.

Clarification of outcomes, performance criteria, range statements, and special notes to improve
assessability.

MFAAAAA, MFBBBBB and MFCCCC added.

MCDDDDD, and MCEEEE were moved to the elective section.

id Title Level Credit
ERyyyyy | Apply systematic fault finding methodology in servicing 2 8
electronic products
3 6
ERzzzzz | Select and maintain cells and batteries used in electronic 2 3
applications
pp 3
ERxxxxx | Use oscilloscopes to measure electronic circuits 2 3
3 6
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