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A C H I E V E M E N T  O F  
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Q U A L I F I C A T I O N S

Register For - And 

Attend Training

Complete Portfolio 

Of Evidence And 

Achieve 

Competence

Register As An 

Assessor With 

Relevant ETQA 

Body

Purpose & Scope

Process Owner
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Fulfill Assessor 

Functions

Understand 

Requirements 

And Assess 

Capacity

Remember, this is “role 

play”, simulating what 

you will do as a 

registered assessor in 

real life 

Understand 

Requirements And 

Assess Capacity

ASSESSOR TRAINING AND POE COMPLETION

Source An ETDP 

Accredited Training 

Provider & Obtain 

Registration Form

Aspiring 

Assessor
The ETDP SETA (Education, Training and Development 

Practices Sector Education and Training Authority) is in place 

to promote and facilitate the delivery of education, training 

and development in order to enhance the skills profile of the 

ETD (Education, Training and Development) sector and to 

contribute to the creation of employment opportunities.

If the Training 

Provider you choose 

is not accredited 

with the ETDP then 

you will not be able 

to obtain the credits 

you need in order to 

register.

Register For The 

Assessor Course

ETDP Accredited 

Training Provider

Registration 

Form

Registration 

Form

@

A
Cash 

OutflowC
Accredited 

Training Provider

Attend The 

Assessor Course & 

Receive PoE 

Instructions

ETDP Accredited 

Training Provider

PoE Instruction

A Provider is an education and 

training body (institution  / 

Organisation etc.) which delivers 

learning programmes that 

culminate in specified NQF 

standards or Qualifications and 

manages the assessment thereof.

Select A Unit 

Standard  For PoE 

Completion

PoE Instruction

ETDP Accredited 

Training Provider

Selected 

Unit 

Standard

PoE

Receive Certificate 

And Statement Of 

Results

A PoE (Portfolio of 

Evidence) is a  collection 

of evidence, such as 

examples of work, 

produced by a candidate 

to prove his or her 

competence

Assessor 

Certificate

Statement Of 

Result

ETDP Accredited 

Training Provider

Identify Unit 

Standards To 

Register Against

Field Of 

Expertise

SAQA 

Website

C
Unit Standards 

Belong To The 

Relevant SETA

A Unit standard is a statement of desired 

education and training outcomes and its 

associated assessment criteria together with 

administrative and other information 

specified in the regulations

Unit 

Standard

Identify 

Qualifications The 

Identified Unit 

Standard Belongs 

To

It is important to note that the Unit Standard 

selected is supported by your field and level of 

expertise. E.g. US 242816 Conduct a Structured 

Meeting. If you have no experience in Conducting 

a structured meeting you will not be able to 

register against that unit standard.

Unit 

Standard
Qualifications

SAQA 

Website

A Qualification is the formal recognition of the 

achievement of the required number and range of 

credits and other requirements at specific levels 

of the NQF determined by the relevant bodies 

registered by SAQA

Complete And 

Submit Assessor 

Registration 

Application Form

Qualifications

Unit 

Standard

Personal 

Details

Statement Of 

Result

Curriculum 

Vitae

Proof Of 

Education 

Copies

  

Credits Of Course / Diploma / 

Degree Etc. Completed

  

NQF Level Of Course / Diploma / 

Degree Etc. Completed

Relevant ETQA 

Body (SETA)

Copy Of ID

SETA 

Website

Application Is 

Processed And 

Is Successful

Forward Assessor 

Registration Number 

& Add Details To 

SETA Database

Completed 

Application 

Form

Completed 

Application 

Form

Assessor 

Registration 

Number

Assessor 

(Now Registered 

Assessor)

PoE Is 

Evaluated And 

Candidate Is 

Found 

Competent

ASSESSOR REGISTRATION

Assumption: There 

are no deviations in 

this process. E.g. the 

Candidate failing the 

Course etc.

@

DEFINITIONS:

Accreditation: The certification, usually for 

a particular period of time, of a person, a 

body or an institution as having the capacity 

to fulfill a particular function within the 

quality assurance system set up by SAQA

Assessor: A person who is registered by the 

relevant ETQA body to measure the 

achievement of specified National 

Qualifications Framework standards or 

qualifications

Credit: That value assigned by the Authority 

to ten (10) notional hours of learning

Notional Hours of Learning: Means the 

learning time that it is conceived it would take 

an average learner to meet the outcomes 

defined, and includes concepts such as 

contact time, time spent in structured 

learning in the workplace and individual 

learning 

Candidate: A person whose performance is 

being assessed by the assessor

This could take 

up to 3 months 

and the 

notification 

comes from the 

provider by email 

and post.

At this point you 

may fulfill the 

duties of an 

assessor but for 

any person you 

assess their 

competence will 

not be recognised 

by SETA.

At the bottom of 

each Unit Standard 

there is a list of 

qualifications that 

the Unit Standard 

is linked to. Select 

the most relevant 

one to your 

expertise.

Current 

Responsibilities

Plan And Prepare 

For The Assessment

Planning and Preparing 

for the assessment 

includes:

Creating a to-do list of 

what actions need to 

be taken in order to 

complete PoE

Listing Problems that 

may occur during the 

Assessment

Creating a 

Contingency

Create An 

Assessment Plan 

And Evidence Index

Creating an Assessment 

Plan and Evidence Index 

includes:

Listing the actions to 

take as per to-do list

Listing the evidence 

that will be collected 

to support the 

completion of the 

items in the to do list

Indicating the date 

and time the evidence 

will be collected

Indicating where in 

the PoE the evidence 

is recorded

Select Candidate 

And Obtain 

Authorisation To 

Assess The 

Candidate 

Selecting the candidate 

and obtaining 

authorisation includes:

Screening candidates 

and deciding on best 

one

Obtaining 

authorisation from the 

candidates supervisor 

to proceed with 

Assessment

Assessment 

Preparation 

Checklist

PoE

Assessment 

Plan And 

Evidence 

Index

PoE

Supervisor 

Authorisation

PoE

Explain Assessor 

Process And Obtain 

Candidate Consent

SAQA 

Website

Candidates 

Supervisor

@

Candidate

@

Candidate 

Consent

PoE

Create Assessment 

Plan

Assessment 

Plan

PoE

Creating the Assessment 

Plan Includes indicating / 

listing:

Purpose of the 

assessment

Special Assessment 

Requirements

Context of the 

Assessment

Unit Standard 

Specific Outcomes

Evidence required

Assessment methods 

per Specific Outcome

Venue of assessment 

per Specific Outcome

Date and time of 

assessment per 

Specific Outcome

Where in the PoE the 

evidence is recorded

Conduct  Pre-

Assessment Meeting 

& Obtain Declaration 

Of Understanding

Assessment 

Plan

To prepare for this meeting the 

Aspiring Assessor must advise, via a 

formal invitation agenda, the candidate 

that s/he will do the following:

Explain the concepts of Unit 

Standards (US), South African 

Quality Assurance (SAQA), 

National Qualifications Framework 

(NQF), etc…

Explain the implications of 

standards based assessment 

within the context of the NQF

Provide the candidate with clear 

indications of what is expected of 

you, before, during and after the 

meeting.

Define the role players in the 

assessment process

Explain the Principles of 

assessment

Discuss how s/he will collect 

evidence to support his/her 

decision in their finding against the 

attached Unit Standard in terms of 

the candidates competence

Discuss the assessment plan.

Allow the candidate to raise any 

general issues, concerns or 

questions they may have regarding 

the assessment process

Unit Standard

Agenda

Candidate

@

Pre-

Assessment 

Meeting 

Checklist

Prepare For Pre-

Assessment Meeting 

And Forward 

Invitation

Assessment 

Plan

Unit Standard

Agenda

Pre-

Assessment 

Meeting 

Checklist

Declaration Of 

Understanding

PoE

PoE

Candidate

Record Pre-

Assessment Meeting 

Minutes

Pre-

Assessment 

Meeting 

Minutes

PoE

Prepare And 

Forward Learner 

Guidance Notes To 

Candidate

Candidate

@

Learner 

Guidance 

Notes

PoE

Learner guidance is used 

to give the candidate 

written notes on the 

process of assessment 

and what evidence the 

candidate must produce 

in order to be found 

competent against the 

Unit Standard.

Obtain Approval For 

Assessment

This approval is for the 

date and time the 

approval will take place. In 

the request for approval 

you as the Aspiring 

Assessor must inform / 

confirm the Candidates 

Supervisor of:

Unit Standard

Assessment Methods

Date, Time and venue 

of assessment

Purpose of the 

assessment

Candidates 

Supervisor

@

Assessment 

Approval

Collect Evidence

PoE

Assessment 

Plan

Candidate

@

Evaluate Evidence 

And Make 

Assessment 

Decision

Collecting the evidence 

includes rating the 

candidate as per the 

Learning Outcomes.

The evidence is evaluated 

as per the Specific 

Outcomes and 

Assessment Criteria of 

the Unit Standard. You as 

the  Aspiring Assessor 

must rate the evidence 

collected in:

Validity

Authenticity

Currency

Sufficiency

Competence 

Status
Evidence

PoE

Evidence

Provide Feedback 

And Obtain 

Declaration

Candidate

Competence 

Status

PoE

Conduct 

Assessment

Aspiring 

Assessor

During this assessment 

the Candidate rates the 

Aspiring Assessor's 

method and execution of 

the assessment.

Create An  Appeals 

Process

PoE

Appeals Policy

The appeals policy must 

include but is not limited  

to the following:

Purpose

Scope

Appeals procedure

The Appeals process is 

one of the “tools” you as 

an Assessor need to have 

once you start practising 

as an Assessor

Create A Cost 

Report

Assessment 

Practices 

Review

PoE

Cost Report

PoE

Create A Candidate 

Record Of Learning

Record Of 

Learning

PoE

Create A 

Recognition Of Prior 

Learning Brochure

Recognition Of 

Prior Learning 

Brochure

PoE

Appeals Policy

Complete 

Knowledge 

Questionnaire

Assessment 

Knowledge 

Questionnaire

Completed 

Assessment 

Knowledge 

Questionnaire

PoE

This questionnaire is 

provided by the ETDP 

Accredited Training 

Provider. You may 

complete this 

questionnaire at any time 

during the completion of 

the PoE. 

Complete Your 

Assessment 

Contract

Assessment 

Contract

PoE

Submit PoE

This contract confirms 

that the Aspiring 

Assessor:

Have attended the 

Assessor Training 

Program

Understand the 

purpose of the 

Assessment 

Have requested the 

assessment out of 

their own free will

Had the opportunity 

to request assistance

Had enough time to 

prepare for the 

assessment

All unit standards 

identified must be in 

correspondence with your 

field of expertise. To make 

finding the search easier, 

make a list of activities 

that you would like to 

assess against, then 

search according to 

those.

PoE

Recognition of Prior Learning is The 

comparison of the previous learning and 

experience of a learner, howsoever obtained, 

against the learning outcomes required for a 

specified qualification, and the acceptance 

for purposes of qualification of that which 

meets the requirements.

This is another 

“must have” tool 

for an Assessor

CLASSROOM 

TRAINING
PORTFOLIO OF EVIDENCE DEVELOPMENT

When intending to become an 

Assessor, ensure that you will 

have time available to do the 

training and the subsequent  

Portfolio of Evidence.  There is a 

limited time period within which 

you must submit your PoE after 

the training classes

During training you will 

receive instructions and 

guidelines on what you 

need to do to build your 

Portfolio of Evidence

A Candidate 

could be anybody 

that you think 

have the skills 

which you have 

knowledge on to 

assess.

This report is a calculation of 

what the assessment cost. 

This may be measured in the 

monetary value loss that the 

company (who provided the 

candidate) have  incurred due 

to time spent „off duty‟.

Before submitting your PoE, 

ensure the following:

Your personal details are 

completed

Your name and ID 

number is in the footer of 

each page

All signatures by you, 

candidate and 

candidates‟ Supervisor is 

gathered

All evidence are recorded

There is no spelling 

errors

 
If you are not found 

competent by your 

accredited training 

provider, the 

training provider 

will advise which 

areas you need to 

work on and you 

will be reassessed. 

SETA

Registration 

Form
PoE Instruction

Assessor 

Certificate

Statement Of 

Result

Curriculum 

Vitae

Proof Of 

Education 

Copies

Copy Of IDAppeals Policy

Recognition Of 

Prior Learning 

Brochure

Assessment 

Knowledge 

Questionnaire

PoE

A
Cash 

OutflowC
Accredited 

Training Provider C
Unit Standards 

Belong To The 

Relevant SETA   

Credits Of Course / Diploma / 

Degree Etc. Completed   

NQF Level Of Course / Diploma / 

Degree Etc. Completed
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