
INSETA SCHEMATIC PROCESS-FLOW 

QUALIFICATION DEVELOPMENT – LEARNER CERTIFICATION 

 

DEVELOPMENT / RE-ALIGNMENT OF QUALIFICATIONS 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

QCTO Policy on 

Delegation of AQPs 

Establishment of  a Community of 

Industry Experts to Review 

Qualifications: 

- Historic/Existing 

- New 

Clustering of Qualifications for Re-

Alignment 

Identification of New Qualifications 

to be Developed. 

Procurement of Subject 

Matter Experts to Develop 

or Re-Align Qualifications: 

- Curriculum 

Recommending 

Qualifications to QCTO for 

Adoption and Registration 

with SAQA 

Register Qualification with 

SAQA 

Procure Experts to 

Develop Materials: 

- Instruments 

- Tools 

- Requirements 

Assist SDPs to Register 

for Accreditation with 

QCTO 

Implement Training: 

- Recruit Learners 

- Recruit Host Companies 

- Appoint Service 

Providers 

- Prepare for Assessments 

Develop Guidelines on 

Implementation of QCTO 

Policy 

Issue OFO Codes with 

Qualification 

Curriculum Document 

Support SDPs: 

 Monitoring Training 

 Evaluation of Training 



 
 

ACCREDITATION OF ASSESSMENT CENTRES/VENUES INVIGILATION 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

  

QCTO Policy on 

Accreditation of Assessment 

Centres 

Develop an 

Accreditation 

Process Document 

 
Inseta 

Guidelines 

on Writing 

FISA & EISA 

 

TVETs, 

Universities etc 

Complete EoI 

Institute 

Complete 

Applications  

Desk Top 

Monitoring Site 

Visits 

Recommend to 

QCTO for 

Accreditation 

Sign SLA with 

Accredited 

Centre 

Appoint & Train  Invigilators 

Schedule Assessments 

Provide Support to Centre 

INVIGILATOR 

Complete Application 

Profile Form 

Appoint & Contract 

Invigilator 

Schedule Training & 

Briefing  

Alert Assessment Centre 

of Scheduled Sessions 

Conduct Invigilation 

Supervise Assessments 

Address Irregularities 

Conduct Administration 

Manage Assessment 

Instruments 



WRITING OF FISA/EISA - ASSESSMENT/MODERATION SERVICES 

 
 
 

1. Develop Guidelines on the Writing of Assessments for Final or External Summative. 

2. Learners Attend Classes in line with Roll-Out Plan and all Administrative Activities Completed.  

3. Learners are Registered at QCTO (Indicium) as Active Learners in the Program. 

4. Learners Complete Tasks/Activities and Collect Evidence (theory, practical, workplace) During Training. 

5. Learners are Required to Write a Mock Assessment as part of Qualifying to be Registered as Final Exam Candidates. 

6. Learners are Issued with QCTO Assessment Permits containing Assessment Details (venue, date, time, candidate number etc) 

7. An Invigilation Schedule is Drawn, Invigilators are Appointed, Trained and Allocated to Assessment Venues to Conduct Invigilation. 

8. Assessment Instruments are Distributed to Assessment Centres for Safe-Keeping until Assessment Day. 

9. Assessments take place and Candidates Submit Scripts to Invigilator after Assessment Schedule. 

10. Assessment Centre Distributes Completed Assessment Scripts back to Inseta. 

11. Inseta Appoints Assessors and Moderators to Adjudicate Assessments. 

12. Assessment Moderation Panel Approves Final Assessment Results & Submitted to QCTO for Issuing of Certificates. 

13. Learners are alerted of the Final Assessment Results: 
- Certification 
- Graduation 
- Re-Assessments 
- Re-Enrolments  

 


