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Forward

The Indonesian Quality Training Framework (IQTF) is the set of eight national quality standards 
to ensure stakeholder con dence in vocational training and assessment services provided by the 
Indonesian Technical and Vocational Education and Training (TVET) system. The development of 
the IQTF began in 2013 and implementation began in 2014. 

Components of the IQTF

The components of the IQTF are:

The LA-LPK quality standards, which outline the quality standards to be met by providers of 
TVET services leading to the award of SKK registered in the KKNI, clusters of SKKNI or training 
based upon other standards.

The LA-LPK Evidence Guide for Accreditation, which outlines the evidence required by a 
TVET provider to be accredited. 

The Accreditation Compliance Assessor Checklist, which provides a guide for accreditation 
assessors in assessing the readiness of a TVET provider to be accredited. 

The Competency Units for Accreditation, which specify the skills, knowledge and attitudes to 
be applied by accreditation assessors in assessing the compliance of TVET providers with the 
LA-LPK Quality Standards. 

The Beneficiaries of the IQTF

Trainees have equitable access to national vocational quali cations and to training and assessment 
services tailored to meet their needs and the learning outcomes they seek. Trainees can have 
con dence in the quality of training received and the validity and relevance of their certi cation. 

Industry and Regulators have con dence that TVET providers are able to deliver high quality 
training and assessment services to achieve the skills, knowledge and attitudes speci ed in the 
national vocational quali cations and clusters of SKKNI or speci c vocational training programmes 
based upon other standards. 

TVET Providers can focus on providing high quality training and assessment services that lead to a 
nationally recognised vocational quali cation. 

What is accreditation?

Accreditation is based upon quality assurance. 

A training provider is accredited to deliver training either against speci c SKK or SKKNI clusters or 
speci ed training programmes based upon other standards. The accreditation will not cover other 
training services offered by the provider.
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Accreditation is an independent assessment that the vocational education and training provider 
provides high quality education and training services to standards set by MoM. Training providers 
must be accredited to deliver vocational education and training leading to SKK or clusters of SKKNI 
from the vocational stream of the KKNI.  A provider may also be accredited to provide vocational 
education and training based upon other standards, for example international standards, special 
standards or local standards. 

Why are accreditation standards needed?

Learners, employers and the community all expect high quality and relevant Technical Vocational 
Education and Training (TVET). The community needs to have con dence in Providers. Providers 
also need to have con dence in their registering bodies. 

A training provider must earn the right to deliver training towards a nationally recognised 
vocational quali cation by demonstrating clearly that it is able to offer high quality education and 
training services. 

Internationally, the recognition of quali cations is partly dependent upon the country being 
recognised as having quality processes for their education and training. Accreditation is a formal 
recognition that a vocational education and training provider can offer high quality education and 
training services that lead to SKK, clusters of SKKNI or awards based upon other relevant standards.  
The quality standards described in this guide are for providers wishing to be accredited by LA-LPK. 
This is compulsory for providers offering training leading to SKK or clusters of SKKNI and for 
BLKLN. It is optional for other training providers.   

What is included in the standards? 

There are eight quality standards. Each standard is divided into a number of criteria. 
There is also a short statement of intent for each standard. This is designed to identify why the 
standard is important for a training provider. 

The framework is supported by a number of documents to assist training providers gathering their 
evidence for accreditation.
 
Appendix One is the quality standards and criteria. 

Appendix Two is an Evidence Guide for providers seeking accreditation 

Appendix Three is an Application Form and self-assessment checklist for providers applying for 
accreditation 

Appendix Four is an Assessor checklist to be used by accreditation assessors and also by providers to 
assist them in preparing for accreditation 

Appendix Five is a guide to assist LA-LPK and accreditation assessors judge the evidence provided 
by an applicant for accreditation. 
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Accreditation assessors will be certi ed against a set of nationally endorsed competency standards 
for accreditation assessors, included as Appendix Six. There are two units directly related to 
accreditation assessment and a further cluster of six units adapted from the Certi cate IV in Training 
and Assessment 

How does a provider apply for accreditation?

The training provider should provide documentary evidence as indicated in the evidence guide and 
send this as a portfolio to its provincial KA, accompanied by the Accreditation Application Form.  
Once the KA accreditation assessor team has examined the portfolio and application they will 
organise a site visit to inspect the facilities and interview key staff.

The evidence guide indicates the most important (“must have”) evidence for accreditation. Usually, if 
the training provider is able to provide this “must have” evidence, that is suf cient for that standard. 
The additional evidence is only required in cases where the provider is unable to send all the “must 
have” evidence. 

Where the provider has more than one campus, a compliance assessment will be undertaken on 
each campus for standards 3 and 6. 

Intention to accredit

A training provider gives written noti cation to the KA-LPK of its intention to seek accreditation 
with the following information:

1. Name and contact details of the training provider
2. Quali cations or training programs for which accreditation is sought
3. Agreement to abide by requests for information from the KA-LPK or LA-LPK
4. Con rmation from training provider management that they agree to proceed to 

accreditation and will provide information and access to accreditation assessors as required  

KA-LPK response to letter of intention 

The KA-LPK will respond to the letter of intention by informing the applicant that they may proceed 
to apply for accreditation or, where this is not granted, what further information is required.
For those training providers granted permission to proceed to accreditation, the KA-LPK will 
provide the applicant with an information kit containing:

1. the accreditation application form;
2. the evidence guides for accreditation;
3. the accreditation standards and criteria;
4. the accreditation assessor checklists; and 
5. other accreditation information as required 
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Self-assessment of compliance by the applicant 

The applicant uses the application form and evidence guides to self-assess compliance with 
the standards. Once the applicants completes the self-assessment the applicant forwards their 
application to KA-LPK, along with copies of supporting documentation. The applicant must 
complete and submit the self-assessment in order  to proceed to accreditation. 

Appointment of accreditation assessment team 

The KA appoints an accreditation assessment team to undertake the accreditation assessment. The 
team will consist of at least two (2) trained accreditation assessors and other members as requested 
by the assessment team (these other members will be subject matter experts, but will act as advisors 
to the accreditation assessors and will not take part in decision making on compliance with the 
accreditation standards). 

Desk audit 

Once the application and self-assessment is received the accreditation assessment team will conduct 
a desk audit. This will identify any areas of non-compliance and identify items to be followed up at a 
site visit.
 
The accreditation assessment team will report to the KA-LPK about the result of the desk audit. 
The report of the desk audit will be provided to the KA-LPK. 

The KA-LPK will:

Inform the applicant of the  eld trip schedule (where the desk audit indicates compliance with the 
accreditation standards) or

Inform the applicant of further documentary evidence required (where the desk audit identi es 
areas of non-compliance with the accreditation standards). Field visits will begin after the desk audit 
report has been approved by the KA-LPK. 

Where further information is required (as in 2 above) the additional information must be provided 
to the KA-LPK or a new intention to accredit must be prepared by the training provider. The 
additional documentation will be considered by the accreditation assessment team and if deemed 
satisfactory the KA-LPK will inform the applicant of the  eld trip schedule. 
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Field trip

The assessment team undertakes a visit to any campuses that are subject to the application in order 
to:

1. Inspect facilities, tools and equipment to con rm that they meet the accreditation 
standards

2. View a selection of training and assessment materials to con rm that they meet the 
assessment standards

3. Validate that the documentary evidence provided in the self-assessment is implemented 
and current

4. Interview selected management, staff and (where necessary) students to con rm 
compliance with accreditation standards and implementation of policies and procedures 
identi ed in the desk audit. 

5. View up to date records or record keeping instruments identi ed in the self-assessment
6. Observe classes/workshops as required. 
7. The assessment team may make subsequent  eld visits to the applicant as required. 

At the discretion of the accreditation assessment team any minor areas of non-compliance with the 
accreditation standards may be recti ed during the  eld visits. 

The accreditation assessment team will prepare a written report of the applicant’s compliance with 
the accreditation standards. This report will be provided to the KA-LPK and the applicant. 

Where the report identi es areas of non-compliance with the accreditation standards, the applicant 
will be given details of further evidence required.  

Presentation to KA-LPK and accreditation decision 

The assessment team will present their report to the KA-LPK at a plenary meeting. 
At least one member of the assessment team will be present and members of the KA-LPK as 
required. 

Based upon this meeting the KA-LPK will make one of two recommendations.

1. That the applicant is accredited
2. That the applicant is not accredited. 

Applicant is accredited

Where the applicant is accredited, the KA-LPK will inform the LA-LPK identifying the quali cations 
for which the applicant is accredited and/or the training programs for which the applicant is 
accredited.  

Applicant is not accredited

Where the applicant is not accredited, the KA-LPK will inform the LA-LPK and the applicant 
identifying the areas of non-compliance with the accreditation standards that caused the decision of 
not accredited.   

In the cases where the applicant is not accredited the KA-LPK will, in negotiation with the applicant, 
establish a schedule for rectifying areas of non-compliance. 
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After three (3) unsuccessful applications within a twelve (12) month period, the applicant will be 
unable to apply for accreditation for a period of not less than two (2) years. 

Confirmation of status  

The LA-LPK will issue a letter and certi cate to the accredited provider.
The letter will con rm the accreditation and the quali cations and/or training programs for which 
the training provider is accredited.

The accreditation certi cate will contain:

1. The name, city or town and registration number of the training provider.
2. The quali cations and/or training programs for which the training provider is accredited. 

In the case of quali cations, the quali cation code/s should also be included
3. The date of accreditation and the expiry date (three (3) years after accreditation)
4. The of cial logo/stamp of LA-LPK and Ministry of Manpower
5. Other stakeholder logos/stamps as required
6. Signature of the LA-LPK Chairperson

The LA-LPK will include the provider on a list of accredited providers.

Accreditation for BLK-LN

In the case of BLK-LN the LA-LPK will undertake the following tasks in the process described above:

1. Receive and respond to letters of intention to accredit from new applicants or increase 
scope of accreditation for existing BLK-LN

2. Appoint the accreditation assessment team
3. Receive reports form the accreditation assessment team
4. Convene the accreditation assessment report plenary
5. Make and action  nal accreditation decisions 
6. Communicate decisions to the applicant 
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Accrediation Process Flow Chart  

TP sends letter of intent to 
accredit to KA-LPK

KA-LPK provides 
information kit to TP

TP completes self-
assessment and provides 
supporting documents 
to AAT 

AAT conducts desk 
audit of self-assessment 
and reports to KA-LPK 

AAT prepares accreditation 
report and makes 
presentation to KA-LPK 
plenary

KA-LPK appoints AAT

AAT organises  eld 
trip schedule

AAT conducts  eld trip/s

KA-LPK makes 
accreditation decision 
based on AAT report and 
presentation 

KA-LPK informs LA-LPK 
of decision 

LA-LPK of cially informs 
the applicant the decision if 
successful, LA-LPK prepares 
and issues accreditation 
certi cate 

Accredited 

LA-LPK lists accredited TP 
on register of accredited TPs  

Abbreviations 
TP : Training Provider 
AAT : Accreditation  
  Assessment team 

Not accredited 

If ground exist, TP 
may ledge the appeal

KA-LPK seeks further 
evidence from TP

KA-LPK con rms 
permission to proceed 

KA-LPK requests further 
information 

Further information 
provided by TP 
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Once a provider is accredited what are the 
on-going responsibilities?

The Provider must maintain their compliance with the quality standards. From time to time LA-
LPK, either itself or through the KA-LPK will check Providers against the standards to make sure 
they are continuing to comply. If there is a formal complaint by a student or an employer then there 
may be an immediate re-assessment. 

At the start of each year providers will need to send a summary report to the KA which contains:

 Details of the previous year’s enrolments and successful completions by SKKNI  or training 
program, in both cases broken down by gender and age

 The number of staff for administration and training by gender 
 Details of new training programs or SKK/SKKNI clusters  planned for the coming year and 

expected enrolments 
 For new courses/SKK/SKKNI clusters:

o samples of the course outlines and leaning and assessment materials
o the quali cations and experience required by staff
o a chart of facilities and equipment required
o a chart of the teaching and learning methods
o a chart of the assessment methods 

Most importantly at the start of every year, the provider must submit an internal audit or self-
assessment against the quality standards in order to show to KA-LPK that they continue to be 
complaint with the accreditation standards. 

If a Provider does not give this information then a full review of their compliance will be 
undertaken.  

What happens if a provider does not comply 
with the quality standards?

If the Provider is unable to comply at the initial accreditation process they will not be accredited 
until they do comply. The KA-LPK will provide advice about what needs to be done and set a time 
scale with the Provider. 

If a Provider is accredited and is found to be not complying with the standards, they will be given 
an opportunity to comply. The amount of time they are given will depend upon the severity of the 
non-compliance. For example, unsuitable training materials or staff quali cations will need to be 
 xed straight away.  Incomplete records may be given a set time to be completed. The accreditation 
of the Provider may be suspended if they do not rectify areas of non-compliance in the agreed time 
frame. During suspension they may not enrol new students. In some cases Providers may be asked 
to re-assess or re-teach students.   If non-compliance persists, the provider’s accreditation may be 
cancelled or suspended.  
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Who is responsible for ensuring compliance 
with the quality standards? 

The responsibility is the Provider’s. It is the responsibility of the Provider to ensure that they are 
compliant and that they maintain compliance. 

How long does accreditation last?

Accreditation is renewable every year upon submission of the internal audit/self-assessment 
and the statistical information about programs and staff referred to in the section on On-going 
responsibilities.  The KA-LPK will also facilitate annual audits of compliance with the Quality 
Standards. Every three years, Providers must re-apply for accreditation and undergo an external 
assessment by a Compliance Assessor. 

Is it easy for accredited providers to add new 
national qualifications? 

An education and training provider’s Scope of Accreditation refers to those speci c vocational 
education and training programmes leading to an award under the KKNI or for other speci ed 
training programmes for which the training provider has been accredited

An accredited training provider may apply to have further quali cations or training programs added 
to their scope of accreditation. 

The same process of self-assessment and KA-LPK assessment will apply as described above with the 
following exceptions:

1. Standards seven and eight will not require re-assessment
2. Standard 5.2 will not require re-assessment. 

At its discretion, where the addition is in the same subject area, the KA-LPK may undertake the 
addition to scope accreditation via a desk audit. 
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Appendices

Appendices

The following table outlines the uses of the various documents included in this guide.

Document list

Document Use Who should 
use it 

Appendix 
No 

Standard

LPK Quality 
Standards for 
Accreditation 

Informs the training provider of 
the standards to be achieved in 
gaining accreditation 

Training 
Provider
Compliance 
Assessors 

1 All 

LPK Evidence 
Guide for 
accreditation 

Informs the training provider of 
what documents are required for 
accreditation with LA-LPK
Informs Providers of what 
information they will be expected 
to provide at a site visit  

Training 
Provider
Compliance 
Assessors

2 All 

Application for 
Accreditation

To be completed by the training 
provider applying for accreditation
Includes a self-assessment for the 
training provider to assess their 
own readiness for accreditation
Provides for the training provider 
to attach documentary evidence 
of their compliance with the 
accreditation standards
Self-assessment and documentary 
evidence will be the subject of 
a desk audit by Compliance 
Assessors.   

Training 
Provider 
Compliance 
Assessors 

3 All 

Compliance 
Assessor Checklist 

Used by LPK-LA Accreditation 
Compliance Assessors to record 
evidence of compliance supplied 
by the training provider in self-
assessment and site visit
Can also be used by the 
training provider to prepare for 
accreditation 

LPK
Compliance 
Assessors 
KA -LPK

4 All 

Guide to 
Accreditations 
Decision 

A guide that informs Compliance 
Assessors and KA-LPK how to 
make accreditation judgements 
based upon the evidence provided 
by the training provider.  

LPK
Compliance 
Assessors 
KA-LPK 

5 All 

Competency 
Units (SKKNI) 
for Accreditation 
Compliance 
Assessors 

Speci es the skills, knowledge and 
attitudes to be applied to the job 
of an Accreditation Compliance 
Assessor  

Accreditation 
Compliance 
Assessors 
Trainers of 
Accreditation 
Compliance 
Assessors

6 All 

Training Needs 
Analysis Template 

Sample survey that can be used to 
identify training needs 

Training 
Provider 

7 1 and 2 
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Document Use Who should 
use it 

Appendix 
No 

Standard

Basic 
Organisational 
Chart 

Sample of relationships and 
responsibilities in the Training 
Provider 

Training 
Provider 

8 7

Collection of 
feedback policy

Policy about how a Provider 
collects feedback about its services 

Training 
Provider 

9 7

Monitoring and 
Evaluation Policy

Policy about how a Provider checks 
that it is performing well

Training 
Provider 

10 7

Training Provider 
Evaluation 
Instrument

A form that can be given to 
companies or communities or 
schools to check how well a 
provider is performing 

Training 
Provider 

11 2 and 7

Position 
Descriptions

A description of administrative and 
teaching positions at a Provider 

Training 
Provider 

12 5

Financial 
Management 
Policy

A policy about how  nances are 
managed 

Training 
Provider 

13 7 and 8

Training Program 
Budget

A budget template for an individual 
training program 

Training 
Provider 

14 8

Enrolment and 
Selection of 
Students

A policy statement and a procedure 
for how a Provider selects and 
enrols students 

Training 
Provider 

15 7

Sample Code of 
Practice for a 
Provider

A document that can be given 
to students to explain how the 
Provider operates and how they 
treat students 

Training 
Provider 

16 2 and 7

Sample Student 
Information 
Handbook

Information about courses and 
programs offered by a Provider that 
can be given to students or other 
people enquiring about courses 

Training 
Provider
Students 

17 2, 4, 3 
and 7

Course 
Development 
Procedure

A procedure for how to develop a 
new course 

Training 
Provider 

18 2 and 7

Sample Course 
Evaluation 

A template that can be used to 
gather feedback form students 
about the quality of the training 
and assessment provided 

Training 
Provider

19 3 and 7

Template for a 
Course Outline

A template for writing a course Training 
Provider

20 2

Recruitment 
Induction and 
Professional 
Development of 
Staff Policy

Policy about how staff are recruited Training 
Provider

21 5

Staff Professional 
Development 
Recording 
Template

A recording sheet to record staff 
training activities (for training and 
professional development of staff) 

Training 
Provider

22 5
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Appendices

Document Use Who should 
use it 

Appendix 
No 

Standard

Trainer/Assessor 
Skills Chart

A chart showing what skills and 
quali cations are needed by 
trainers and assessors for the 
various units and modules that are 
taught by a Provider 

Training 
Provider

23 3, 4 and 5

Template for 
Trainer and 
Assessor Skills 
and Quali cations

An alternative chart to the one 
above

Training 
Provider

24 3, 4 and 5

Equipment and 
Facilities List

A template for identifying what 
equipment and facilities are 
required for various units or 
modules 

Training 
Provider

25 6

Training Session 
Plan 1

A template for preparing session 
plans 

Training 
Provider

26 2

Training Session 
Plan 2 

Alternative to above Training 
Provider

27 2

Training and 
Assessment 
Methods Chart

A chart that describes the various 
training and assessment methods 
that can be used for each module 
or unit 

Training 
Provider

28 3 and 4

Assessment 
Record and 
Student Feedback 
Template

A template that can be completed 
and given to students informing 
them of their assessment outcome 
and providing feedback to them. 

Training 
Provider

29 4

Assessment 
Validation Policy

Policy to be used to identify 
industry and stakeholder support 
for assessment activities and 
processes 

Training 
Provider

30 4

Oral or Written 
Assessment 
Checklist

Template for designing questions 
to assess student knowledge 

Training 
Provider

31 4

Practical Skills 
Demonstration 
(Observation) 
Assessment 
Checklist

A checklist that can be used by 
assessors to record the results of 
written or oral questioning when 
assessing students 

Training 
Provider

32 4

Development and 
Implementation 
of Assessment 
Strategies Policy

A policy about how to develop and/
or select assessment methods for 
different units or modules 

Training 
Provider

33 4

Record of Student 
Results

A template that can be used for 
recording assessment results 

Training 
Provider

34 4 and 7

Record of 
Certi cates/
Quali cations 
Issued

A template that can be used for 
recording what certi cates and 
quali cations have been issued  

Training 
Provider

35 4 and 7

Chart of Training 
Program 
Relationship to 
SKKNI 

A template that can be used to 
identify which parts of a training 
program relate to speci c SKKNI 

Training 
Provider

36 1 and 2
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Appendix 1: LPK quality standards for 
accreditation 

KKNI and IQTF

The KKNI is a matrix which identi es nine quali cation levels and three streams – a school, a 
vocational, and a higher education stream although each of the three streams does not necessarily 
have a quali cation at each of the nine levels. The KKNI also provides descriptors for aligning 
quali cations at the appropriate level, and the formal nomenclature for each quali cation in the 
three streams at reach level. 

The components of national vocational quali cations are individual units of competency (SKKNI) 
packaged together to form quali cations or clusters.  The units of competency and their packaging 
are developed in a way that ensures high quality and relevance to the needs of the economy and 
society. 

A quali cations framework provides information about national vocational quali cations.  It 
describes how they are packaged and how quali cations and their components are developed.  
Once quali cations and clusters are nationally endorsed by MoM, training providers are able to 
develop and deliver training to support the quali cations and clusters and assessors are able to 
design assessment tools and conduct assessments to certify that a person is competent or quali ed 
according to clusters or competency based quali cations.  

Once the competencies are endorsed and packaged into quali cations or clusters, the Quality 
Training Framework speci es the quality standards that providers must meet in order to train 
people, assess competence and provide certi cation against competencies and/or quali cations. 
Merely having national vocational quali cations does not ensure that training programs to support 
those quali cations are of high quality.  Government, regulatory and licensing authorities, students, 
their parents, enterprises which employ graduates, workers, further training institutions and 
the community at large need assurance that the training is of high quality so that they can have 
con dence in the results of training. 

One way of guaranteeing high quality training and assessment is to ensure that training providers 
offering national vocational quali cations or clusters meet agreed principles of quality assurance.  
These principles are found in a Quality Training Framework. 

Having an agreed set of quality principles ensures that the standard of education and training 
services is suitable for the quali cations and units of competency being delivered.  Enterprises 
employing graduates can be con dent that the training and assessment of graduates is of a 
consistently high quality. 

An agreed set of quality principles also allows for international comparisons between quali cations 
offered in Indonesia and elsewhere.  It provides an assurance that training and assessment leading 
up to the award of quali cations is of a consistently high quality. 

The IQTF and its accreditation requirements relates only to quali cations identi ed as vocational 
quali cations in the vocational stream of the KKNI or to awards resulting from another speci ed 
vocational training programme
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Appendices

What is the Indonesia quality training framework?

The Indonesian Quality Training Framework (IQTF) is a set of eight quality standards required to be 
met by training providers desiring to deliver vocational quali cations (SKK) or part quali cations 
based on a cluster of competency standards (SKKNI) registered in the KKNI, and other speci ed 
vocational training programmes. 

Each of the eight standards includes criteria for which a training provider must provide evidence it 
believes will indicate compliance. 

Accreditation indicates that the quality of training offered by the provider meets or exceeds the 
required standards as they are applied to each vocational quali cation or speci ed vocational 
training programme the provider delivers. 

The eight standards are:

Standard 1
Training is based upon national quali cations or units of competency clusters 
endorsed according to national guidelines set by MoM or upon other standards/
training outcomes that are clearly identi ed 

Standard 2
The provider uses structured written curriculum based upon outcomes or SKKNI    

Standard 3
The provider uses training materials and training processes appropriate for its 
scope of services   

Standard 4
The provider conducts high quality skills assessment that enables candidates to 
demonstrate their competency to a LSP or achieving of training outcomes to the 
provider

Standard 5
The provider has staff appropriately quali ed for their jobs  

Standard 6
The provider has access to equipment and facilities to support its scope of 
operations 

Standard 7
The provider has a management system that supports its current and intended 
scope of operations 

Standard 8
The provider is  nancially viable 
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For each standard, a set of criteria is established that a training provider is judged against. The table 
below shows the criteria for each standard.  

Standard 1

Training is based upon national quali cations or units of competency 
clusters endorsed according to national guidelines set by MoM or upon other 
standards/training outcomes that are clearly identi ed  

Intent: 
Programs offered by the provider are based upon industry standards or other 
identi ed training needs  

Criteria

1.1 Training programs are based upon KKNI quali cations or clusters of SKKNI endorsed using 
MoM approved processes; or 

1.2 Training programs are based upon identi ed industry or community needs 

Standard 2

The provider uses structured curriculum based upon outcomes  or SKKNI    

Intent: 
Curriculum is of high quality and identi es what learners will be able to do as 
a result of their learning

Criteria

2.1 Curriculum documents are mapped to industry/stakeholder benchmarks  or SKKNI  and 
identify the outcomes of training

2.2 The duration of training and student numbers are appropriate to the outcomes of the 
curriculum  or SKKNI 

2.3 Curriculum is reviewed and monitored on a regular basis to ensure continued relevance
2.4 The provider establishes partnerships with stakeholders where appropriate

Standard 3

The provider uses training materials and training processes appropriate for its 
scope of services   

Intent: 
Training materials meet the curriculum outcomes  or SKKNI  and the needs 
of the learners

Criteria

3.1 Training materials are consistent with the intended outcomes of the curriculum  or SKKNI  
3.2 The development and use of training materials is monitored and evaluated 
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Standard 4

The provider conducts high quality skills assessment that enables candidates 
to demonstrate their competency to a LSP or achieving of training outcomes 
to the provider

Intent: 
The provider has processes that ensure assessments meet the outcomes of 
curriculum  or SKKNI  and can be trusted by end users 

Criteria

4.1 Assessment tools and instruments are valid, reliable, fair and  exible
4.2 The provider has a system for conducting assessments and reporting the results of 

assessment

Standard 5

The provider has staff appropriately quali ed for their jobs  

Intent: 
The provider employs staff with the capacity, quali cations and experience 
to undertake the jobs for which they are employed and that training and 
assessment staff are able to offer high quality training and assessment 
services. 

Criteria

5.1 Training and assessment staff hold appropriate quali cations for the subjects they are 
training/assessing 

5.2 Management, administrative and support staff hold appropriate quali cations

Standard 6

The provider has access to equipment and facilities to support its scope of 
operations 

Intent:
Students have opportunities to use facilities and equipment they are likely to 
encounter in a workplace and management facilities allow for the provider to 
undertake its administrative and training support responsibilities

Criteria

6.1 The provider has access to facilities and equipment suitable for its current and intended 
scope of operations
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Standard 7

The provider has a management system that supports its current and 
intended scope of operations 

Intent: 
The provider has management systems in place that ensure transparency of 
decision making and support the provision of high quality education and 
training

Criteria

7.1 The provider has a management system that supports its current and  intended scope of 
operations 

7.2 The provider implements a planning process that is consistent with its current and intended 
scope of operations 

7.3 The provider has an organisational structure consistent with its current and intended scope 
of operations 

7.4 The provider has implemented systems to ensure high quality delivery of education and 
training 

7.5 The provider has systems to monitor and evaluate all aspects of its operations and to act 
upon monitoring and evaluation reports

Standard 8

The provider is  nancially viable

Intent: 
The provider maintains enough funds to cover its operating expenses and to 
protect any fees paid in advance

Criteria

8.1 The provider has access to funds to support its operations 
8.2 The provider maintains annual budgets 
8.3 The provider protects fees paid in advance

Specially trained and certi ed accreditation assessors assess whether or not a provider meets the 
standards based upon an examination of documentary evidence, one or more site visits and key 
interviews.  
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Appendix 2: LPK evidence guide for 
accreditation  

Purpose of the guide

To assist training providers and compliance assessors prepare for an accreditation compliance 
assessment against the eight Quality Standards for Accreditation. 

This guide identi es the evidence required for a vocational training provider to be accredited against 
the Quality Standards for Accreditation.   

Accreditation is mandatory for a vocational training provider intending to offer SKK or clusters of 
SKKNI registered under the KKNI. A vocational training provider may also be accredited to deliver 
other vocational training programs based upon other standards.  

What is in the guide

The guide contains the LA-LPK Quality Standards for vocational quali cations, the criteria relating 
to each standard and suggested evidence that a training provider could provide. 

A training provider may be accredited to deliver SKK registered under the KKNI or other vocational 
training programs based on other standards. 

Accreditation is a process to indicate that a training provider has reached a level of quality in the 
provision of vocational education and training that is of suf cient standard to offer training leading 
to SKK or clusters of SKKNI or programs based on ither standards.  

Training providers are accredited to deliver SKK or clusters of SKKNI. Training providers may also be 
accredited to deliver vocational training based on other standards. 

What is accredited?

A training provider is accredited to deliver training either against speci ed SKK or speci ed training 
programs based upon other standards. The accreditation will not cover other training services 
offered by the provider. 

What does a training provider need to do to become 
accredited?

The training provider should provide documentary evidence as indicated in this evidence guide 
and send this as a portfolio to its provincial KA, accompanied by the Accreditation Application 
Form.  Once the KA accreditation assessor team has examined the portfolio and application they will 
organise a site visit to inspect the facilities and interview key staff.

The evidence guide indicates the most important (“must have”) evidence for accreditation. Usually, if 
the training provider is able to provide this “must have” evidence, that is suf cient for that standard. 
The additional evidence is only required in cases where the provider is unable to send all the “must 
have” evidence. 

Where the provider has more than one campus, a compliance assessment will be undertaken on 
each campus for standards 3 and 6. 
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What happens if the training provider does not meet the 
accreditation standards?

Not every training provider will meet the Quality Standards to deliver training leading to SKK, 
clusters of SKKNI or certi cation based upon other standards. In some instances, even though 
the training provider does not meet the required standards it may still gain accreditation. This is 
left to the discretion of the accreditation assessor and will only occur where minor items of non-
compliance can be recti ed on the spot. 

Where the training provider is unable to meet the Quality Standards for accreditation, the 
accreditation assessor will identify improvements that should be implemented if the training 
provider wishes to proceed to accreditation. 

Why should a training provider apply for accreditation?

Accreditation is an independent assessment that the training provider delivers high quality 
vocational education and training leading to SKK or clusters of SKKNI or programs based upon 
other standards.

Accreditation provides con dence to students and the community that the vocational training 
provider has reached a level of quality to provide vocational training leading to SKK or clusters of 
SKKNI or training absed upon other standards. 

How to use the evidence guide

The left hand column identi es the criteria for each standard. 

The right hand column identi es the evidence that may be provided by the training provider in 
order to be accredited. The Evidence Guide will highlight which evidence is the most important. 
Usually, if the provider has evidence for the most important (called “must have”) evidence, that is 
enough to meet the criteria for that standard. In cases where the training provider does not have 
the “must have” evidence, it should supply other evidence as indicated in the Guide. The training 
provider does not need to supply all of the evidence for each criterion. 

The Accreditation Standards do not specify the format of the documentary evidence. As long as 
any policies, procedures or records meet the evidence requirement they can be used. It is up to the 
training provider to determine how they will meet the criteria for each standard. 
In some cases the same evidence can be used for more than one standard or criteria. 
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Standard 1

Training is based upon national quali cations or units of 
competency clusters endorsed according to national guidelines set 
by MoM or upon other standards/training outcomes that are clearly 
identi ed 

Intent: 
Programs offered by the provider are based upon industry standards 
or other identi ed training needs  

Criteria Evidence for Compliance

1.1 Training programs 
are based upon KKNI 
quali cations or 
clusters of SKKNI 
endorsed using MoM 
approved processes  
or

1.2 Training programs 
are based upon 
identi ed industry or 
community needs 

“Must Have” Evidence
 Evidence that training is relevant to the SKKNI for which the 

provider is seeking accreditation 
 Letters / meeting records identifying industry input into 

selection of quali cations/clusters 
OR
 Where training is not benchmarked to the KKNI a process for 

identifying the training needed by industry of the community

Additional Evidence
 Letters of support from stakeholder groups identifying that 

training meets their needs 
 Evidence of agreements with any enterprises to employ 

successful graduates 

Standard 2

The provider uses structured written curriculum based upon 
outcomes or SKKNI 

Intent: 
Curriculum is of high quality and identi es what learners will be 
able to do as a result of their learning

Criteria Evidence for Compliance 

2.1 Curriculum 
documents are 
mapped to industry/
stakeholder 
benchmarks  or 
SKKNI  and identify 
the outcomes of 
training

“Must Have” Evidence 
 Chart showing how curriculum or training program relates to 

each SKKNI  or
 Chart showing how curriculum or training program relates to 

each overall program objective or outcome 
 List of intended outcomes of the training program or learning 

outcomes 
 Identi ed training methods
 Where there is industry placement or work experience, 

identi cation of which parts of the program will be taught on-
the-job and which will be taught off-the-job   

Additional Evidence
 Certi cation offered to successful students 
 Evidence of graduate employment or community involvement 

by graduates 
 Records of curriculum development meetings 
 Evidence of industry/community involvement in curriculum 

development 
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2.2 The duration 
of training and 
student numbers 
are appropriate to 
the outcomes of 
the curriculum  or 
SKKNI 

“Must Have” Evidence 
 List of approximate training times for each part of the training 

program 
 Ratio of trainers to students for classroom training, practical 

training and any on-the-job training
 Evidence that the provider has capacity to deliver to maximum 

numbers identi ed 

2.3 Curriculum is 
reviewed and 
monitored on a 
regular basis to 
ensure continued 
relevance

“Must Have” Evidence 
 Forms used to review curriculum
 Reports of curriculum review

Additional Evidence
 Evidence of changes made to curriculum based upon a 

curriculum review 
 Review schedule showing at least annual curriculum reviews
 Notes of meetings where curriculum was reviewed
 Continuous improvement log identifying changes to be 

undertaken 

2.4 The provider 
establishes 
partnerships with 
stakeholders where 
appropriate1

“Must Have” Evidence 
 Any partnership arrangements with other training institutions, 

government agencies, workplaces or other stakeholders are 
recorded and roles and responsibilities clearly identi ed 

 Written records of any partnership arrangements

Additional Evidence
 Written procedure for identifying and communicating with 

potential partners

1

Standard 3

The provider uses training materials and training processes 
appropriate for its scope of services   

Intent: 
Training materials meet the curriculum outcomes  or SKKNI  and 
the needs of the learners

Criteria Evidence for Compliance 

3.1 Training materials are 
consistent with the 
intended outcomes 
of the curriculum  or 
SKKNI  

“Must Have” Evidence
 Training materials include learner work book, instructor guide 

and any materials used by instructors
 Training materials cover all aspects of the curriculum  or 

SKKNI   

Additional Evidence
 A chart showing how the training materials relate to the 

curriculum/syllabus/training plans 

3.2 The development 
and use of training 
materials is monitored 
and evaluated 

“Must Have” Evidence
 Instruments for evaluating training materials
 Records of training material evaluations

Additional Evidence
 Evaluation meeting reports 
 Evidence of changes to training materials based upon 

evaluation reports 

1 This criteria is only relevant where the training provider has established partnerships with other stakeholders to deliver 
part of the training
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Standard 4

The provider conducts high quality skills assessment that enables 
candidates to demonstrate their competency to a LSP or achieving of 
training outcomes to the provider

Intent: 
The provider has processes that ensure assessments meet the outcomes 
of curriculum or SKKNI and can be trusted by end users

Criteria Evidence for Compliance 

4.1 Assessment tools 
and instruments 
are valid, reliable, 
fair and  exible2

“Must Have” Evidence
 Assessment tools and assessor guides for all learning outcomes /

SKKNI 
 Assessment materials meet the learning outcomes /SKKNI
  Notes of moderation meetings that ensure consistency of results 

between assessors 
 Assessment materials contain suf cient and consistent advice to 

students and assessors
 Assessment materials allow for reasonable adjustments according to 

the needs of students
 Assessment Materials are monitored and reviewed on a regular basis  

4.2 The provider 
has a system 
for conducting 
assessments 
and reporting 
the results of 
assessment

“Must Have” Evidence
 System for recording of assessment results
 Process for handling complaints and disputes relating to assessment 

decisions  that is fair to both assessors and students 
 Records of assessment results 

Additional Evidence
 Assessments are conducted in a manner that re ects good workplace 

practices
 There is a process for evaluating the assessment materials and the 

conduct of assessment 

2

2  Where the provider is licensed as a LSP by BNSP, the BNSP license will be suf cient evidence for compliance with 
Standard 4.



Indonesian Quality Training Framework

28

Standard 5

 The provider has staff appropriately quali ed for their jobs  

Intent: 
The provider employs staff with the capacity, quali cations and 
experience to undertake the jobs for which they are employed and 
that training and assessment staff are able to offer high quality 
training and assessment services. 

Criteria Evidence for Compliance 

5.1 Training and 
assessment staff 
hold appropriate 
quali cations 
for the subjects 
they are training/
assessing 

“Must Have” Evidence
 Trainers and assessors hold appropriate technical quali cations  

and/or experience 
 Trainers and assessors hold appropriate training/assessment 

quali cations  as required by MoM3

 Evidence that trainer quali cations and experience are veri ed
 Trainer/assessor CVs are on  le
 Position descriptions are developed for trainers/assessors and are 

reviewed periodically 

Additional Evidence
 Professional Development plans are prepared for training/

assessing staff and professional development records are 
maintained

5.2 Management, 
administrative 
and support staff 
hold appropriate 
quali cations 

“Must Have” Evidence
 Position descriptions are developed for management, 

administrative and support staff and are reviewed periodically 
 Administrative and support staff hold appropriate quali cations 

and/or experience for their positions
 Management staff hold appropriate quali cations and/or 

experience for their positions 
 
Additional Evidence
 Evidence that administrative and support staff quali cations and 

experience are veri ed
 Management, administrative and support staff CVs are on  le 
 Professional Development plans are prepared for administrative 

and support staff and professional development records are 
maintained

3

3 Where MoM does not regulate the quali cations of instructors, the training provider must demonstrate how they decide 
the quali cation and experience of instructors that is required.
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Standard 6

The provider has access to equipment and facilities to support its 
scope of operations 

Intent: 
Students have opportunities to use facilities and equipment they 
are likely to encounter in a workplace and management facilities 
allow for the provider to undertake its administrative and 
training support responsibilities

Criteria Evidence for Compliance 

6.1 The provider has 
access to facilities and 
equipment suitable 
for its current and 
intended scope of 
operations 

“Must Have” Evidence
 Access to classrooms, practical training workshops and 

administrative areas suitable for scope of operations, 
including training 

 Adequate toilet and washing facilities for male and female 
students and staff

 Appropriate prayer rooms for students and staff 
 Written agreements with facilities/equipment owners where 

needed 
 Physical infrastructure meets any relevant building codes/

standards/safety regulations
 Equipment used for student assessment is of a similar 

standard to that used in industry
 Inventory of tools and equipment and facilities that is 

updated regularly
 Tools, equipment and workshop areas provide for the safety 

of staff, students and visitors and are checked for safety on a 
regular basis

 Tools and equipment undergo regular maintenance and are 
kept in working order  

Additional Evidence
 Equipment manuals
 Maintenance/service plans and logs
 Receipts relating to repairs and maintenance 
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Standard 7

The provider has a management system that supports its current and 
intended scope of operations 

Intent:
The provider has management systems in place that ensure 
transparency of decision making and support the provision of high 
quality education and training

Criteria Evidence for Compliance 

7.1  The provider has 
a management 
system that 
supports its current 
and  intended scope 
of operations

“Must Have” Evidence
 Registration or licence with appropriate agency 
 Student rules and regulations
 Enrolment procedures 
 Marketing and/or promotional materials 
 Written processes and procedures covering all accreditation 

standards including:
o How new training programs are developed
o How industry and/or community are involved in curriculum 

development
o How curriculum is developed and monitored
o How training modules are developed and monitored
o How staff are recruited and selected
o How staff quali cations and experience are veri ed
o How equipment and facilities are deemed “ t for purpose”
o Financial management
o How assessment materials are developed and monitored

Additional Evidence
 ISO current accreditation
 Information brochures
 Provider rules and regulations
 Provider pro le  

7.2  The provider 
implements a 
planning process 
that is consistent 
with its current and 
intended scope of 
operations 

“Must Have” Evidence
 Written vision and mission statements
 Short term plans of provider activities that are consistent with 

mission and vision statements 

Additional Evidence
 ISO current accreditation
 Written procedure for short, medium and long term planning 
 Medium term plans of provider activities that are consistent with 

mission and vision statements
 Long term plans of provider activities that are consistent with 

mission and vision statements
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Standard 7

The provider has a management system that supports its current and 
intended scope of operations 

Intent:
The provider has management systems in place that ensure 
transparency of decision making and support the provision of high 
quality education and training

Criteria Evidence for Compliance 

7.3 The provider has 
an organisational 
structure consistent 
with its current and 
intended scope of 
operations

“Must Have” Evidence
 Organisational chart showing relationships and reporting 

mechanisms between positions
 Position descriptions for all positions identifying scope of 

responsibilities and reporting relationships for management, 
administration and teaching/training positions 

Additional Evidence
 ISO current accreditation
 Person or people with speci c responsibility for quality assurance 

and compliance with accreditation  standards
 One of cer responsible for relations with regulatory authorities 

Criteria Evidence for Compliance 

7.4 The provider has 
implemented 
systems to 
ensure high 
quality delivery 
of education and 
training 

“Must Have” Evidence
 There is a written process describing how the provider will 

implement and maintain high quality training delivery, which 
includes at least training methods and training modules

 There is a written process that describes all aspects of training 
delivery from enrolment to the completion of training and 
certi cation 

 There are monitoring and evaluation process to monitor the 
conduct of training 

Additional Evidence
 Code of ethics for training and assessment staff 



Indonesian Quality Training Framework

32

Criteria Evidence for Compliance 

7.5 The provider has 
systems to monitor 
and evaluate 
all aspects of 
its operations 
and to act upon 
monitoring and 
evaluation reports 

“Must Have” Evidence 
 Written procedures for the evaluation of all aspects of the provider 

operations described in the standards 
 Evaluation procedures include monitoring of:
o Provider management processes
o Development of curriculum 
o Development of training modules and assessment materials
o Delivery of training and assessment

 Evaluation procedures include:
o Feedback from students
o Feedback from instructors
o Feedback from management
o Feedback from administrative staff
o Feedback from external stakeholders

 Evaluation tools and instruments 

Additional Evidence
 ISO current accreditation
 Internal audit reports 
 Evaluation reports 
 Written procedure for conducting regular internal audits of 

compliance with accreditation standards
 Procedure changes traced to audit reports or evaluations
 Notes of evaluation team meetings
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Standard 8

The provider is  nancially viable 

Intent:
The provider maintains enough funds to cover its operating expenses 
and to protect any fees paid in advance

Criteria Evidence for Compliance 

8.1 The provider has 
access to funds 
to support its 
operations 

“Must Have” Evidence
 Record of funding sources 
 Funding is suf cient to meet expenses
 List of operating costs

Additional Evidence
 A risk management plan to cover risks to potential funding 

8.2 The provider 
maintains annual 
budgets 

“Must Have” Evidence
 Budgets of income and expenditure are prepared annually and 

accounts kept of actual to budget expenditure and income 
 Financial reports are prepared and submitted to provider board of 

management at least annually 

Additional Evidence
 Corrective action where there is substantial difference between 

actual and budget
 Annual accounts audited by relevant third parties annually 
 Copies of funding proposals 

8.3 The provider 
protects fees paid in 
advance 

“Must Have” Evidence
 System for protecting fees paid in advance
 Records of fees paid in advance
 System for refund of fees paid in advance where provider is 

unable to provide the service paid for 
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Appendix 3: Application for accreditation 

Training provider accreditation application form

These details are required of all organisations/providers applying for accreditation against the  LA-
LPK Quality Standards.

A. Organisation Details

Name of organisation

Type of organisation (eg Providing training for 
public, Part of an organization/industry, providing 
internal training.)

Physical address of training premises

Postal address

Governing body (eg, board, council, directors)

B. Contact Details

Director

Name: 

Phone: ………………………………………………….

Fax: …………………………………………………….

Email: …………………………………………………..

Contact person (if not Director)

Name:

Position: ………………………………………………. 

Phone: ………………………………………………….

Fax: …………………………………………………….

Email: …………………………………………………..

Website
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C.  National Quali cations/Clusters 

List the SKK/SKKNI Clusters or Training Programs your organisation offers 

SKK

SKKNI Clusters

Other Training Courses Subject Areas

 D.  Trainee Pro le

In the table below complete the number of trainees you expect to enrol this year in each training 
program   

Program 15-24 25 - 39 40-54 55+

M F M F M F M F
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 E.  Staff Pro le

In the table below complete the number of staff in each category  

M F M F M F M F

Administrative Staff

Teaching Support Staff

Management 

Full time teachers/trainers

Part time or casual teachers/trainers 

 F.  Instructions

Self-Assessment

The left hand column contains the criteria associated with each of the eight standards. The 
Evidence/Evaluation Guide column should be completed by the applicant in order to identify 
what information is included in the application.  

Some of the evidence is listed as “must have”. The applicant must be able to provide evidence 
for this in some way. The evidence can be in any format. There is no prescribed format for 
the documents. However, if the applicant cannot provide all of this evidence there are other 
suggestions listed under “Additional Evidence” 

In the evidence column provide a summary of the documents you provide.

It does not matter if you do not have documents for all the areas. During the site visit the 
accreditation assessors will interview key staff. Even where there is no documentation, it is s till 
possible to receive accreditation in some cases where there is an agreement between the training 
provider and the compliance assessors to undertake an improvement process in the short term.  

You can use the same documents for more than one criteria. Just make a note of the document 
number so that the compliance assessment team will know where to look.

Accreditation will be based upon more than just the documents. A compliance assessment 
team will undertake a site visit to inspect facilities and equipment and conduct interviews with 
key staff, students and stakeholders. During the site visit the team will seek to verify that any 
documentary evidence is actually being implemented.  Where there is no relevant documentation 
the interviews will try to establish that the applicant implements a quality program. 

It is important to complete this application whilst referring to the Accreditation Assessors’ 
Checklist and the Accreditation Evidence Guide. Those documents provide more information 
about the standard of documentation required.
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Training Provider  Accreditation Checklist

Standard 1

Training is based upon national quali cations or units of competency 
clusters endorsed according to national guidelines set by MoM or upon 
other standards/training outcomes that are clearly identi ed

Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents and/
or other information) that 

shows that your organisation 
meets the LA-LPK Criteria 

for Accreditation

1.1 Training 
programs are 
based upon KKNI 
quali cations or 
clusters of SKKNI 
endorsed using 
MoM approved 
processes  or

1.2 Training programs 
are based upon 
identi ed industry 
or community 
needs 

“Must Have” Evidence
 Evidence that training 

is relevant to the SKKNI 
for which the provider is 
seeking accreditation 

 Letters / meeting records 
identifying industry 
input into selection of 
quali cations/clusters 

OR
 Where training is not 

benchmarked to the KKNI 
a process for identifying the 
training needed by industry 
of the community

Additional Evidence
 Letters of support from 

stakeholder groups 
identifying that training 
meets their needs 

 Evidence of agreements 
with any enterprises 
to employ successful 
graduates 
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Training Provider  Accreditation Checklist

Standard 2

The provider uses structured written curriculum based upon outcomes or 
SKKNI

Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents and/
or other information) that 

shows that your organisation 
meets the LA-LPK Criteria 

for Accreditation

2.1 Curriculum 
documents 
are mapped 
to industry/
stakeholder 
benchmarks  
or SKKNI  and 
identify the 
outcomes of 
training

“Must Have” Evidence 
 Chart showing how curriculum 

or training program relates to 
each SKKNI  or

 Chart showing how curriculum 
or training program relates to 
each overall program objective 
or outcome 

 List of intended outcomes 
of the training program or 
learning outcomes 

 Identi ed training methods
 Where there is industry 

placement or work experience, 
identi cation of which parts 
of the program will be taught 
on-the-job and which will be 
taught off-the-job   

Additional Evidence
 Certi cation offered to 

successful students 
 Evidence of graduate 

employment or community 
involvement by graduates 

 Records of curriculum 
development meetings 

 Evidence of industry/
community involvement in 
curriculum development

2.2 The duration 
of training 
and student 
numbers are 
appropriate to 
the outcomes 
of the 
curriculum  or 
SKKNI

“Must Have” Evidence 
 List of approximate training 

times for each part of the 
training program 

 Ratio of trainers to students for 
classroom training, practical 
training and any on-the-job 
training

 Evidence that the provider has 
capacity to deliver to maximum 
numbers identi ed
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Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents and/
or other information) that 

shows that your organisation 
meets the LA-LPK Criteria 

for Accreditation

2.3 Curriculum is 
reviewed and 
monitored 
on a regular 
basis to ensure 
continued 
relevance

“Must Have” Evidence 
 Forms used to review 

curriculum
 Reports of curriculum review

Additional Evidence
 Evidence of changes made 

to curriculum based upon a 
curriculum review 

 Review schedule showing at 
least annual curriculum reviews

 Notes of meetings where 
curriculum was reviewed

 Continuous improvement 
log identifying changes to be 
undertaken

2.4 The provider 
establishes 
partnerships 
with 
stakeholders 
where 
appropriate4

“Must Have” Evidence 
 Any partnership arrangements 

with other training 
institutions, government 
agencies, workplaces or other 
stakeholders are recorded and 
roles and responsibilities clearly 
identi ed 

 Written records of any 
partnership arrangements

Additional Evidence
 Written procedure for 

identifying and communicating 
with potential partners

4

4 This criteria is only relevant where the training provider has established partnerships with other stakeholders to deliver 
part of the training
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Training Provider  Accreditation Checklist

Standard 3

The provider uses training materials and training processes appropriate 
for its scope of services

Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents and/
or other information) that 

shows that your organisation 
meets the LA-LPK Criteria 

for Accreditation

3.1 Training 
materials are 
consistent with 
the intended 
outcomes of the 
curriculum or 
SKKNI

“Must Have” Evidence
 Training materials 

include learner work 
book, instructor guide 
and any materials used by 
instructors

 Training materials cover all 
aspects of the curriculum or 
SKKNI 

Additional Evidence
 A chart showing how the 

training materials relate to 
the curriculum/syllabus/
training plans

3.2 The development 
and use of 
training materials 
is monitored and 
evaluated

“Must Have” Evidence
 Instruments for evaluating 

training materials
 Records of training material 

evaluations

Additional Evidence
 Evaluation meeting reports 
 Evidence of changes to 

training materials based 
upon evaluation reports
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Training Provider  Accreditation Checklist

Standard 4

The provider conducts high quality skills assessment that enables candidates 
to demonstrate their competency to a LSP or achieving of training 
outcomes to the provider

Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents and/
or other information) that 

shows that your organisation 
meets the LA-LPK Criteria 

for Accreditation

4.1 Assessment 
tools and 
instruments 
are valid, 
reliable, fair 
and  exible5

“Must Have” Evidence
 Assessment tools and assessor 

guides for all learning outcomes 
/SKKNI 

 Assessment materials meet the 
learning outcomes /SKKNI 

 Notes of moderation meetings 
that ensure consistency of 
results between assessors 

 Assessment materials contain 
suf cient and consistent advice 
to students and assessors

 Assessment materials allow 
for reasonable adjustments 
according to the needs of 
students

 Assessment Materials are 
monitored and reviewed on a 
regular basis

4.2 The provider 
has a 
system for 
conducting 
assessments 
and reporting 
the results of 
assessment

“Must Have” Evidence
 System for recording of 

assessment results
 Process for handling complaints 

and disputes relating to 
assessment decisions  that is fair 
to both assessors and students 

 Records of assessment results 

Additional Evidence
 Assessments are conducted in 

a manner that re ects good 
workplace practices

 There is a process for evaluating 
the assessment materials and 
the conduct of assessment

5

5 Where the provider is licensed as a LSP by BNSP, the BNSP license will be suf cient evidence for compliance with 
Standard 4
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Training Provider  Accreditation Checklist

Standard 5

The provider has staff appropriately quali ed for their jobs

Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents 
and/or other information) 

that shows that your 
organisation meets the 

LA-LPK Criteria for 
Accreditation

5.1Training and 
assessment staff 
hold appropriate 
quali cations for 
the subjects they 
are training/
assessing

“Must Have” Evidence
 Trainers and assessors hold 

appropriate technical quali cations  
and/or experience 

 Trainers and assessors hold 
appropriate quali cations as 
required by MoM6 

 Evidence that trainer quali cations 
and experience are veri ed

 Trainer/assessor CVs are on  le
 Position descriptions are developed 

for trainers/assessors and are 
reviewed periodically 

Additional Evidence
 Professional Development plans 

are prepared for training/assessing 
staff and professional development 
records are maintained

5.2Management, 
administrative 
and support staff 
hold appropriate 
quali cations

“Must Have” Evidence
 Position descriptions are developed 

for management, administrative 
and support staff and are reviewed 
periodically 

 Administrative and support staff 
hold appropriate quali cations 
and/or experience for their 
positions

 Management staff hold appropriate 
quali cations and/or experience 
for their positions 

 
Additional Evidence
 Evidence that administrative and 

support staff quali cations and 
experience are veri ed

 Management, administrative and 
support staff CVs are on  le 

 Professional Development plans 
are prepared for administrative 
and support staff and professional 
development records are 
maintained

6

6 Where MoM does not regulate the quali cations of instructors, the training provider must demonstrate how they decide 
the quali cations and experience of instructors that is required.
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Training Provider  Accreditation Checklist

Standard 6

The provider has access to equipment and facilities to support its scope of 
operations

Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents and/
or other information) that 

shows that your organisation 
meets the LA-LPK Criteria 

for Accreditation

6.1 The provider 
has access to 
facilities and 
equipment 
suitable for 
its current 
and intended 
scope of 
operations

“Must Have” Evidence
 Access to classrooms, practical 

training workshops and 
administrative areas suitable for 
scope of operations, including 
training 

 Adequate toilet and washing 
facilities for male and female 
students and staff

 Appropriate prayer rooms for 
students and staff 

 Written agreements with 
facilities/equipment owners 
where needed 

 Physical infrastructure meets 
any relevant building codes/
standards/safety regulations

 Equipment used for student 
assessment is of a similar 
standard to that used in industry

 Inventory of tools and 
equipment and facilities that is 
updated regularly

 Tools, equipment and workshop 
areas provide for the safety 
of staff, students and visitors 
and are checked for safety on a 
regular basis

 Tools and equipment undergo 
regular maintenance and are 
kept in working order  

Additional Evidence
 Equipment manuals
 Maintenance/service plans and 

logs
 Receipts relating to repairs and 

maintenance
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Training Provider  Accreditation Checklist

Standard 7

The provider has a management system that supports its current and intended 
scope of operations

Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents 
and/or other information) 

that shows that your 
organisation meets the 

LA-LPK Criteria for 
Accreditation

7.1 The provider 
has a 
management 
system that 
supports its 
current and  
intended 
scope of 
operations

“Must Have” Evidence
 Registration or licence with 

appropriate agency 
 Student rules and regulations
 Enrolment procedures 
 Marketing and/or promotional 

materials 
 Written processes and procedures 

covering all accreditation standards 
including:
o How new training programs are 

developed
o How industry and/or community 

are involved in curriculum 
development

o How curriculum is developed and 
monitored

o How training modules are 
developed and monitored

o How staff are recruited and 
selected

o How staff quali cations and 
experience are veri ed

o How equipment and facilities are 
deemed “ t for purpose”

o Financial management
o How assessment materials are 

developed and monitored
Additional Evidence
 ISO current accreditation
 Information brochures (including 

Provider pro le)
 Provider rules and regulations
 Provider pro le
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Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents 
and/or other information) 

that shows that your 
organisation meets the 

LA-LPK Criteria for 
Accreditation

7.2 The provider 
implements 
a planning 
process that 
is consistent 
with its 
current and 
intended 
scope of 
operations 

“Must Have” Evidence
 Written vision and mission statements
 Short term plans of provider activities 

that are consistent with mission and 
vision statements 

Additional Evidence
 ISO current accreditation
 Written procedure for short, medium 

and long term planning 
 Medium term plans of provider 

activities that are consistent with 
mission and vision statements

 Long term plans of provider activities 
that are consistent with mission and 
vision statements

7.3 The provider 
has an 
organisational 
structure 
consistent 
with its 
current and 
intended 
scope of 
operations 

“Must Have” Evidence
 Organisational chart showing 

relationships and reporting 
mechanisms between positions

 Position descriptions for all positions 
identifying scope of responsibilities 
and reporting relationships for 
management, administration and 
teaching/training positions 

Additional Evidence
 ISO current accreditation
 Person or people with speci c 

responsibility for quality assurance 
and compliance with accreditation  
standards

 One of cer responsible for relations 
with regulatory authorities

7.4 The 
provider has 
implemented 
systems 
to ensure 
high quality 
delivery of 
education and 
training

“Must Have” Evidence
 There is a written process describing 

how the provider will implement 
and maintain high quality training 
delivery, which includes at least 
training methods and training 
modules

 There is a written process that 
describes all aspects of training 
delivery from enrolment to 
the completion of training and 
certi cation 

 There are monitoring and evaluation 
process to monitor the conduct of 
training 

Additional Evidence
 Code of ethics for training and 

assessment staff



Indonesian Quality Training Framework

46

Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents 
and/or other information) 

that shows that your 
organisation meets the 

LA-LPK Criteria for 
Accreditation

7.5 The provider 
has systems 
to monitor 
and evaluate 
all aspects of 
its operations 
and to 
act upon 
monitoring 
and 
evaluation 
reports

“Must Have” Evidence 
 Written procedures for the evaluation 

of all aspects of the provider 
operations described in the standards 

 Evaluation procedures include 
monitoring of:
o Provider management processes
o Development of curriculum 
o Development of training modules 

and assessment materials
o Delivery of training and 

assessment
 Evaluation procedures include:
o Feedback from students
o Feedback from instructors
o Feedback from management
o Feedback from administrative staff
o Feedback from external 

stakeholders
 Evaluation tools and instruments 

Additional Evidence
 ISO current accreditation
 Internal audit reports 
 Evaluation reports 
 Written procedure for conducting 

regular internal audits of compliance 
with accreditation standards

 Procedure changes traced to audit 
reports or evaluations

 Notes of evaluation team meetings
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Training Provider  Accreditation Checklist

Standard 8

The provider is  nancially viable

Criteria Evidence/Evidence Guide √ or 
n.a.

Evidence (documents and/
or other information) that 

shows that your organisation 
meets the LA-LPK Criteria 

for Accreditation

8.1 The provider 
has access 
to funds to 
support its 
operations 

“Must Have” Evidence
 Record of funding sources
 Funding is suf cient to meet 

expenses
 List of operating costs 

Additional Evidence
 A risk management plan to cover 

potential risks to funding 

8.2 The provider 
maintains 
annual 
budgets

“Must Have” Evidence
 Budgets of income and 

expenditure are prepared 
annually and accounts kept of 
actual to budget expenditure and 
income 

 Financial reports are prepared 
and submitted to provider board 
of management at least annually 

Additional Evidence
 Corrective action where there is 

substantial difference between 
actual and budget

 Annual accounts audited by 
relevant third parties annually 

 Copies of funding proposals

8.3 The provider 
protects 
fees paid in 
advance

“Must Have” Evidence
 System for protecting fees paid in 

advance
 Records of fees paid in advance
 System for refund of fees paid in 

advance where provider is unable 
to provide the service paid for
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Statement of Management Commitment

We, the undersigned, confirm that:

 this application for accreditation represents an accurate statement of the current status and 
operations of our organisation

 the governing body supports the policies and procedures included in the application
 the governing body has been advised of the LA-LPK requirements for accreditation and their 

relevance to the activities of the organisation 
 to the best of our knowledge these activities comply with relevant requirements included here.

Name : 

[Representative of the Governing Body]

Signature:

Date :

Name :

[Principal, Director, Manager etc]

Signature:

Date :

LA-LPK /KA-LPK contact details

Please send the completed application form, along with all relevant documentation, to:

Xxxxxxx
Xxxxxxxx
Xxxxxxxx
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Appendix 4: Compliance assessor checklist 
 

Accreditation compliance checklist for assessment of 
training provider 

Name of Training Provider: District/City

Province

Institution License No.:

Owner of Institution: Manager/Responsible Of cer:

Institution Category:
 Providing training for public / 
 Part of an organization/industry, 

providing internal training.

Date of Assessment: (date/month/year)

Lead Assessor’s Name:

Assessment Team Members Names:

Assessment Objectives:

Initial Accreditation
Accreditation Renewal 
Non-compliance Review 
Regular/Strategic Review
Complaint  

Procedures for Determining Accreditation Status of Training Provider

Put a check (√) mark in the “C” column if the Institution is compliant. Put a tick if it is non-
compliant in the “NC” column Tick the appropriate box to identify the evidence provided, Make 
any comments about actions required in the “Comments” column. 

The provider may provide the information in any format. Sometimes, if only one part of some 
documentary evidence is missing you can use your discretion to provide the training provider with 
sample documents or templates that they can incorporate. 

Note that in many cases the same evidence can be used to support more than one standard. 
Types of Accreditation Recommendations

There are three types of accreditation. 
1. Accredited
2. Not Accredited. 

Where the recommendation is accredited, the training provider may be accredited to deliver 
training that supports SKK or clusters of SKKNI or training that supports other standards. 

Assessment methods should include:
 Desk review of documents
 Site visits to verify documentary evidence and inspect facilities and equipment 
 Interviews with staff, students and external stakeholders 
 Site visits to partner organisations where facilities and equipment are used
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Standard 1

Training is based upon national quali cations or units of competency 
clusters endorsed according to national guidelines set by MoM or upon 
other standards/training outcomes that are clearly identi ed 

Criteria Evidence for Compliance C NC Comments

1.1 Training 
programs 
are based 
upon KKNI 
quali cations 
or clusters of 
SKKNI endorsed 
using MoM 
approved 
processes  or

“Must Have” Evidence
 Evidence that training is relevant to the 

SKKNI for which the provider is seeking 
accreditation 

 Letters / meeting records identifying 
industry input into selection of 
quali cations/clusters 

OR
 Where training is not benchmarked to the 

KKNI a process for identifying the training 
needed by industry of the community

Additional Evidence
 Letters of support from stakeholder groups 

identifying that training meets their needs 
 Evidence of agreements with any 

enterprises to employ successful graduates

1.2 Training 
programs are 
based upon 
identi ed 
industry or 
community 
needs 
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Standard 2

The provider uses structured written curriculum based upon outcomes or SKKNI 

Criteria Evidence for Compliance C NC Comments

2.1 Curriculum 
documents 
are mapped 
to industry/
stakeholder 
benchmarks  
or SKKNI  and 
identify the 
outcomes of 
training

“Must Have” Evidence 
 Chart showing how curriculum or training program 

relates to each SKKNI  or
 Chart showing how curriculum or training program 

relates to each overall program objective or outcome 
 List of intended outcomes of the training program 

or learning outcomes 
 Identi ed training methods
 Where there is industry placement or work 

experience, identi cation of which parts of the 
program will be taught on-the-job and which will be 
taught off-the-job   

Additional Evidence
 Certi cation offered to successful students 
 Evidence of graduate employment or community 

involvement by graduates 
 Records of curriculum development meetings 
 Evidence of industry/community involvement in 

curriculum development

2.2 The duration 
of training 
and student 
numbers are 
appropriate to 
the outcomes of 
the curriculum  
or SKKNI

“Must Have” Evidence 
 List of approximate training times for each part of 

the training program 
 Ratio of trainers to students for classroom training, 

practical training and any on-the-job training
 Evidence that the provider has capacity to deliver to 

maximum numbers identi ed

2.3 Curriculum is 
reviewed and 
monitored 
on a regular 
basis to ensure 
continued 
relevance

“Must Have” Evidence 
 Forms used to review curriculum
 Reports of curriculum review

Additional Evidence
 Evidence of changes made to curriculum based upon 

a curriculum review 
 Review schedule showing at least annual curriculum 

reviews
 Notes of meetings where curriculum was reviewed
 Continuous improvement log identifying changes to 

be undertaken 

2.4 The provider 
establishes 
partnerships 
with 
stakeholders 
where 
appropriate7

“Must Have” Evidence 
 Any partnership arrangements with other training 

institutions, government agencies, workplaces 
or other stakeholders are recorded and roles and 
responsibilities clearly identi ed 

 Written records of any partnership arrangements

Additional Evidence
 Written procedure for identifying and 

communicating with potential partners
7

7 This criteria is only relevant where the training provider has established partnerships with other stakeholders to deliver part of the 
training
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Standard 3

The provider uses training materials and training processes appropriate 
for its scope of services   

Criteria Evidence for Compliance C NC Comments

3.1 Training 
materials are 
consistent with 
the intended 
outcomes of the 
curriculum  or 
SKKNI 

“Must Have” Evidence
 Training materials include learner work 

book, instructor guide and any materials 
used by instructors

 Training materials cover all aspects of the 
curriculum  or SKKNI   

Additional Evidence
 A chart showing how the training materials 

relate to the curriculum/syllabus/training 
plans 

3.2 The 
development 
and use of 
training 
materials is 
monitored and 
evaluated

“Must Have” Evidence
 Instruments for evaluating training 

materials
 Records of training material evaluations

Additional Evidence
 Evaluation meeting reports 
 Evidence of changes to training materials 

based upon evaluation reports
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Standard 4

 The provider conducts high quality skills assessment that enables 
candidates to demonstrate their competency to a LSP or achieving of 
training outcomes to the provider

Criteria Evidence for Compliance C NC Comments

4.1 Assessment 
tools and 
instruments are 
valid, reliable, 
fair and  exible8

“Must Have” Evidence
 Assessment tools and assessor guides for all 

learning outcomes /SKKNI 
 Assessment materials meet the learning 

outcomes /SKKNI 
 Notes of moderation meetings that ensure 

consistency of results between assessors 
 Assessment materials contain suf cient and 

consistent advice to students and assessors
 Assessment materials allow for reasonable 

adjustments according to the needs of 
students

 Assessment Materials are monitored and 
reviewed on a regular basis 

4.2 The provider 
has a system 
for conducting 
assessments 
and reporting 
the results of 
assessment

“Must Have” Evidence
 System for recording of assessment results
 Process for handling complaints and 

disputes relating to assessment decisions  
that is fair to both assessors and students 

 Records of assessment results 

Additional Evidence
 Assessments are conducted in a manner that 

re ects good workplace practices
 There is a process for evaluating the 

assessment materials and the conduct of 
assessment

8

8 Where the provider is licensed as a LSP by BNSP, the BNSP license will be suf cient evidence for compliance with 
Standard 4.
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Standard 5

The provider has staff appropriately quali ed for their jobs  

Intent: 
The provider employs staff with the capacity, quali cations and 
experience to undertake the jobs for which they are employed and that 
training and assessment staff are able to offer high quality training and 
assessment services. 

Criteria Evidence for Compliance C NC Comments

5.1 Training and 
assessment 
staff hold 
appropriate 
quali cations 
for the 
subjects they 
are training/
assessing

“Must Have” Evidence
 Trainers and assessors hold appropriate 

technical quali cations  and/or experience 
 Trainers and assessors hold appropriate 

training/assessment quali cations  as 
required by MoM9

 Evidence that trainer quali cations and 
experience are veri ed

 Trainer/assessor CVs are on  le
 Position descriptions are developed 

for trainers/assessors and are reviewed 
periodically 

Additional Evidence
 Professional Development plans are 

prepared for training/assessing staff and 
professional development records are 
maintained

5.2 Management, 
administrative 
and support 
staff hold 
appropriate 
quali cations

“Must Have” Evidence
 Position descriptions are developed for 

management, administrative and support 
staff and are reviewed periodically 

 Administrative and support staff hold 
appropriate quali cations and/or experience 
for their positions

 Management staff hold appropriate 
quali cations and/or experience for their 
positions 

 
Additional Evidence
 Evidence that administrative and support 

staff quali cations and experience are 
veri ed

 Management, administrative and support 
staff CVs are on  le 

 Professional Development plans are 
prepared for administrative and support 
staff and professional development records 
are maintained

9

9 Where MoM does not regulate the quali cations of instructors, the training provider must demonstrate how they decide 
the quali cation and experience of instructors that is required.



55

Appendices

Standard 6

The provider has access to equipment and facilities to support its scope of 
operations 

Intent: 
Students have opportunities to use facilities and equipment they are 
likely to encounter in a workplace and management facilities allow 
for the provider to undertake its administrative and training support 
responsibilities

Criteria Evidence for Compliance C NC Comments

6.1 The provider 
has access to 
facilities and 
equipment 
suitable for its 
current and 
intended scope 
of operations

“Must Have” Evidence
 Access to classrooms, practical training 

workshops and administrative areas suitable 
for scope of operations, including training 

 Adequate toilet and washing facilities for 
male and female students and staff

 Appropriate prayer rooms for students and 
staff 

 Written agreements with facilities/
equipment owners where needed 

 Physical infrastructure meets any relevant 
building codes/standards/safety regulations

 Equipment used for student assessment is of 
a similar standard to that used in industry

 Inventory of tools and equipment and 
facilities that is updated regularly

 Tools, equipment and workshop areas 
provide for the safety of staff, students and 
visitors and are checked for safety on a 
regular basis

 Tools and equipment undergo regular 
maintenance and are kept in working order  

Additional Evidence
 Equipment manuals
 Maintenance/service plans and logs
 Receipts relating to repairs and maintenance
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Standard 7

The provider has a management system that supports its current and 
intended scope of operations 

Intent: 
The provider has management systems in place that ensure transparency of 
decision making and support the provision of high quality education and 
training 

Criteria Evidence for Compliance C NC Comments

7.1 The provider 
has a 
management 
system that 
supports its 
current and  
intended 
scope of 
operations

“Must Have” Evidence
 Registration or licence with appropriate 

agency 
 Student rules and regulations
 Enrolment procedures 
 Marketing and/or promotional materials 
 Written processes and procedures covering all 

accreditation standards including:
o How new training programs are developed
o How industry and/or community are 

involved in curriculum development
o How curriculum is developed and 

monitored
o How training modules are developed and 

monitored
o How staff are recruited and selected
o How staff quali cations and experience 

are veri ed
o How equipment and facilities are deemed 

“ t for purpose”
o Financial management
o How assessment materials are developed 

and monitored

Additional Evidence
 ISO current accreditation
 Information brochures
 Provider rules and regulations
 Provider pro le  

7.2 The provider 
implements 
a planning 
process that 
is consistent 
with its 
current and 
intended 
scope of 
operations

“Must Have” Evidence
 Written vision and mission statements
 Short term plans of provider activities that are 

consistent with mission and vision statements 

Additional Evidence
 ISO current accreditation
 Written procedure for short, medium and 

long term planning 
 Medium term plans of provider activities 

that are consistent with mission and vision 
statements

 Long term plans of provider activities that are 
consistent with mission and vision statements
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Criteria Evidence for Compliance C NC Comments

7.3 The provider 
has an 
organisational 
structure 
consistent 
with its 
current and 
intended 
scope of 
operations

“Must Have” Evidence
 Organisational chart showing relationships 

and reporting mechanisms between positions
 Position descriptions for all positions 

identifying scope of responsibilities and 
reporting relationships for management, 
administration and teaching/training 
positions 

Additional Evidence
 ISO current accreditation
 Person or people with speci c responsibility 

for quality assurance and compliance with 
accreditation  standards

 One of cer responsible for relations with 
regulatory authorities 

7.4 The 
provider has 
implemented 
systems 
to ensure 
high quality 
delivery of 
education and 
training

“Must Have” Evidence
 There is a written process describing how the 

provider will implement and maintain high 
quality training delivery, which includes at 
least training methods and training modules

 There is a written process that describes all 
aspects of training delivery from enrolment 
to the completion of training and certi cation 

 There are monitoring and evaluation process 
to monitor the conduct of training 

Additional Evidence
 Code of ethics for training and assessment 

staff 

7.5 The provider 
has systems 
to monitor 
and evaluate 
all aspects of 
its operations 
and to 
act upon 
monitoring 
and 
evaluation 
reports

“Must Have” Evidence 
 Written procedures for the evaluation of all 

aspects of the provider operations described 
in the standards 

 Evaluation procedures include monitoring of:
o Provider management processes
o Development of curriculum 
o Development of training modules and 

assessment materials
o Delivery of training and assessment

 Evaluation procedures include:
o Feedback from students
o Feedback from instructors
o Feedback from management
o Feedback from administrative staff
o Feedback from external stakeholders

 Evaluation tools and instruments 

Additional Evidence
 ISO current accreditation
 Internal audit reports 
 Evaluation reports 
 Written procedure for conducting regular 

internal audits of compliance with 
accreditation standards

 Procedure changes traced to audit reports or 
evaluations

 Notes of evaluation team meetings



Indonesian Quality Training Framework

58

Standard 8

The provider is  nancially viable 

Intent: 
The provider maintains enough funds to cover its operating expenses and 
to protect any fees paid in advance 

Criteria Evidence for Compliance C NC Comments

8.1 The provider 
has access 
to funds to 
support its 
operations

“Must Have” Evidence
 Record of funding sources 
 Funding is suf cient to meet expenses
 List of operating costs

Additional Evidence
 A risk management plan to cover risks to 

potential funding 

8.2 The provider 
maintains 
annual 
budgets

“Must Have” Evidence
 Budgets of income and expenditure are 

prepared annually and accounts kept of actual 
to budget expenditure and income 

 Financial reports are prepared and submitted 
to provider board of management at least 
annually 

Additional Evidence
 Corrective action where there is substantial 

difference between actual and budget
 Annual accounts audited by relevant third 

parties annually 
 Copies of funding proposals

8.3 The provider 
protects 
fees paid in 
advance

“Must Have” Evidence
 System for protecting fees paid in advance
 Records of fees paid in advance
 System for refund of fees paid in advance 

where provider is unable to provide the 
service paid for
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Audit summary

 Provider is compliant with LA-LPK quality standards for accreditation 
 Provider is not compliant with LA-LPK quality standards for accreditation
 Date for Next Con rmation Audit: __________________________________________________ 

Lead Assessor’s Signature

Centre’s Owner’s/Manager’s Signature and Date

Please Note:
This report will be submitted to LA-LPK. The  nal decision regarding compliance will be rati ed by 
LA-LPK and communicated to the applicant. 

Details of nonconformity report

Standard 
#

What needs to be done 
for accreditation  

What can be improved Deadline for corrective 
actions 

1

2

3

4

5

6.

7

8
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Appendix 5: Guide for accreditation 
compliance assessors 

The purpose of this guide is to assist Accreditation Compliance Assessors and the KA-LPK determine 
whether or not evidence supplied by the applicant meets the LA-LPK Quality Standards 

The Guide is set out as a table with the criteria for each standard, the evidence guide and a 
column identifying what the evidence should contain in order to be judged as compliant with the 
Accreditation Standards. The Guide sets out the minimum evidence required for accreditation. Items 
marked with an asterisk (*) must be seen. 

Where a provider is unable to provide the evidence required for accreditation, you will have a 
number of options.

1. Where the areas of non-compliance are relatively minor you can help the provider rectify the 
areas of non-compliance on the spot at the time of the compliance assessment. 

2. Where the areas of non-compliance can be easily recti ed by the provider you can recommend 
that they provide the additional information for a desk audit by a Compliance Assessor prior to 
accreditation.

3. Where the areas of non-compliance are for Standards 3 or 6 you should recommend another site 
visit once the provider has recti ed the areas of non-compliance.   
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Standard 1

Training is based upon national quali cations or units of competency 
clusters endorsed according to national guidelines set by MoM or upon 
other standards that are clearly identi ed

Intent: 
Programs offered by the provider are based upon industry standards or 
other identi ed training needs

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

1.1 Training 
programs are 
based upon 
upon KKNI 
quali cations 
or clusters 
of SKKNI 
endorsed using 
MoM approved 
processes or

1.2 Training 
programs are 
based upon 
identi ed 
industry or 
community 
needs 

“Must Have” Evidence
 Evidence that training is 

relevant to the SKKNI for 
which the provider is seeking 
accreditation 

 Letters/meeting records 
identifying industry input into 
selection of quali cations/
clusters 

OR
 Where training is not 

benchmarked to the KKNI 
a process for identifying the 
training needed by industry or 
the community 

Additional Evidence
 Letters of support from 

stakeholder groups identifying 
that training meets their needs 
Evidence of agreements with 
any enterprises to employ 
successful graduates 

 Copies of relevant SKKNI*
 Evidence (through interview or 

documents) that relevant staff 
are aware of the SKKNI*

OR. 
 A written description of 

how the provider carries out 
consultations with stakeholders

AND/OR
 Letters (or evidence from 

interviews) that the provider 
consults with relevant 
stakeholders about what 
training is needed. 
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Standard 2

The provider uses structured curriculum based upon outcomes or SKKNI 

Intent: 
Curriculum is of high quality and identi es what learners will be able to do 
as a result of their learning

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

2.1 Curriculum 
documents 
are mapped 
to industry/
stakeholder 
benchmarks 
or SKKNI  and 
identify the 
outcomes of 
training

“Must Have” Evidence 
 Chart showing how curriculum 

or training program relates to 
each SKKNI  or

 Chart showing how curriculum 
or training program relates to 
each overall program objective 
or outcome 

 List of intended outcomes of the 
training program or learning 
outcomes 

 Identi ed training methods
 Where there is industry 

placement or work experience, 
identi cation of which parts of 
the program will be taught on-
the-job and which will be taught 
off-the-job   

Additional Evidence
 Certi cation offered to 

successful students 
 Evidence of graduate 

employment or community 
involvement by graduates 

 Records of curriculum 
development meetings 

 Evidence of industry/
community involvement in 
curriculum development 

 A written chart that shows how 
the training delivered relates to 
each SKKNI . All relevant SKKNI 
must be covered. *

 Training information should 
include at least:
o Training methods*
o Assessment strategy or 

methods*
o Learning content*
o What content or 

competencies will be learned  
on-the job (where applicable) 
*

OR
 A document (such as a 

curriculum) which identi es the 
following:
o The intended outcomes of 

the whole course or training 
program*

o The indented outcomes (a list 
of what learners will be able 
to do and what knowledge 
they will demonstrate) for 
each part of the course or 
training program*

o Training methods*
o Assessment strategy or 

methods*
o Learning content *

2.2 The duration 
of training 
and student 
numbers are 
appropriate to 
the outcomes 
of the 
curriculum or 
SKKNI

“Must Have” Evidence 
 List of approximate training 

times for each part of the 
training program 

 Ratio of trainers to students for 
classroom training, practical 
training and any on-the-job 
training

 Evidence that the provider has 
capacity to deliver to maximum 
numbers identi ed 

 The curriculum or training 
program documents include 
suggested hours of learning. 

 An instructor or manager is 
able to explain at interview how 
the suggested hours of training 
were determined *
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Standard 2

The provider uses structured curriculum based upon outcomes or SKKNI 

Intent: 
Curriculum is of high quality and identi es what learners will be able to do 
as a result of their learning

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

2.3 Curriculum is 
reviewed and 
monitored 
on a regular 
basis to ensure 
continued 
relevance

“Must Have” Evidence 
 Forms used to review 

curriculum
 Reports of curriculum review

Additional Evidence
 Evidence of changes made 

to curriculum based upon a 
curriculum review 

 Review schedule showing 
at least annual curriculum 
reviews

 Notes of meetings where 
curriculum was reviewed

 Continuous improvement 
log identifying changes to be 
undertaken 

 Evaluation feedback/survey 
forms*

AND/OR
 Reports or summaries of 

evaluation feedback forms
Where these documents are not 
available:
 Ask to be shown examples of 

changes in the curriculum or 
training program and ask how 
the changes came about. 

AND/OR
 Ask to see notes of curriculum 

or training program reviews 

2.4 The provider 
establishes 
partnerships 
with 
stakeholders 
where 
appropriate

“Must Have” Evidence 
 Any partnership arrangements 

with other training 
institutions, government 
agencies, workplaces or other 
stakeholders are recorded and 
roles and responsibilities clearly 
identi ed 

 Written records of any 
partnership arrangements

Additional Evidence
 Written procedure for 

identifying and communicating 
with potential partners

Where there are formal partnerships 
there is an MOU or similar setting 
out roles and responsibilities of the 
parties.
Note that this evidence is only 
required where the provider 
has a partnership with another 
organisation to deliver part of 
the training or provide access to 
facilities and equipment for training.  
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Standard 3: 

The provider uses training materials and training processes appropriate for 
its scope of services   

Intent: 
Training materials meet the curriculum outcomes  or SKKNI and the needs 
of the learners

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

3.1 Training 
materials are 
consistent with 
the intended 
outcomes of 
the curriculum 
or SKKNI 

“Must Have” Evidence
 Training materials include 

learner work book, instructor 
guide and any materials used by 
instructors

 Training materials cover all 
aspects of the curriculum or 
SKKNI  

Additional Evidence
 A chart showing how the 

training materials relate to the 
curriculum/syllabus/training 
plans 

Learning materials for students 
that identify what parts of the 
curriculum or training program or 
which SKKNI they cover*

3.2 The 
development 
and use of 
training 
materials is 
monitored and 
evaluated 

“Must Have” Evidence
 Instruments for evaluating 

training materials
 Records of training module 

evaluations

Additional Evidence
 Evaluation meeting reports 
 Evidence of changes to training 

materials based upon evaluation 
reports 

 The evaluation or feedback 
sheets include questions about 
the learning materials*

AND/OR
  Ask to be shown examples 

of changes in the training 
materials and ask how the 
changes came about. 
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Standard 4

The provider conducts high quality skills assessment that enables 
candidates to demonstrate their competency to a LSP or achieving of 
training outcomes to the provider

Intent: 
The provider has processes that ensure assessments meet the outcomes of 
curriculum (Curriculum Based) or SKKNI (Competency Based) and can be 
trusted by end users

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

4.1 Assessment 
tools and 
instruments 
are valid, 
reliable, fair 
and  exible10

“Must Have” Evidence
 Assessment tools and 

assessor guides for all 
learning outcomes /SKKNI 

 Assessment materials meet 
the learning outcomes/
SKKNI 

 Notes of moderation 
meetings that ensure 
consistency of results 
between assessors 

 Assessment materials 
contain suf cient and 
consistent advice to students 
and assessors

 Assessment materials allow 
for reasonable adjustments 
according to the needs of 
students 

 BNSP license as a LSP. If not then 
the following apply 

 Assessment materials such as 
tests, assignments, projects, 
work speci cations, exams that 
students will use to demonstrate 
competence or achievement of 
learning outcomes  *

 The provider is able to explain how 
these items  meet performance 
criteria or learning outcomes *

 The assessment materials have 
clear instructions to students 
about what needs to be done. *

 The provider explains what 
they will do to make allowances 
for students with special needs 
(such as physical or intellectual 
disabilities) *

 The provider explains how it 
ensures that where more than one 
assessor assesses work they will 
assess in a consistent manner * 

4.2 The provider 
has a system 
for conducting 
assessments 
and reporting 
the results of 
assessment

“Must Have” Evidence
 System for recording of 

assessment results
 Process for handling 

complaints and disputes 
relating to assessment 
decisions  that is fair to both 
assessors and students 

 Records of assessment results 
Additional Evidence
 Assessments are conducted 

in a manner that re ects 
good workplace practices

 There is a process for 
evaluating the assessment 
materials and the conduct of 
assessment 

 Assessment records* 
 Written procedure about what 

happens if a student wants to 
dispute an assessment result* 
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Standard 5

The provider has staff appropriately quali ed for their jobs  

Intent: 
The provider employs staff with the capacity, quali cations and experience 
to undertake the jobs for which they are employed and that training and 
assessment staff are able to offer high quality training and assessment 
services. 

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

5.1 Training and 
assessment 
staff hold 
appropriate 
quali cations 
for the 
subjects they 
are training/
assessing 

“Must Have” Evidence
 Trainers and assessors hold 

appropriate technical quali cations  
and/or experience 

 Trainers and assessors hold 
appropriate training/assessment 
quali cations  

 Evidence that trainer quali cations 
and experience are veri ed

 Trainer/assessor CVs are on  le
 Position descriptions are developed 

for trainers/assessors and are 
reviewed periodically 

Additional Evidence
 Professional Development plans 

are prepared for training/assessing 
staff and professional development 
records are maintained

 Trainer and assessors 
have evidence that they 
are competent as trainers 
(competency certi cates) 
and in the  eld in which 
they are training/assessing  
(competency certi cates 
and/or relevant industry 
experience) *

 Trainer/assessor CVs are 
available and the training 
provider has evidence that 
they have been checked for 
validity and authenticity *

 There are position 
descriptions available for 
trainers/assessors*

5.2 Management, 
administrative 
and support 
staff hold 
appropriate 
quali cations 

“Must Have” Evidence
 Position descriptions are developed 

for management, administrative 
and support staff and are reviewed 
periodically 

 Administrative and support staff 
hold appropriate quali cations and/
or experience for their positions

 Management staff hold appropriate 
quali cations and/or experience for 
their positions 

 
Additional Evidence
 Evidence that administrative and 

support staff quali cations and 
experience are veri ed

 Management, administrative and 
support staff CVs are on  le 

 Professional Development plans 
are prepared for administrative 
and support staff and professional 
development records are 
maintained

 Position descriptions 
for management, 
administrative and support 
staff*

 CVs of for management, 
management, 
administrative and support 
staff*

 Ask questions about how 
the provider decides 
what quali cations and 
experience are required 
for management, 
administrative and support 
staff 
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Standard 6

The provider has access to equipment and facilities to support its scope of 
operations 

Intent: 
Students have opportunities to use facilities and equipment they are 
likely to encounter in a workplace and management facilities allow 
for the provider to undertake its administrative and training support 
responsibilities

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

6.1 The provider 
has access to 
facilities and 
equipment 
suitable for its 
current and 
intended scope 
of operations 

“Must Have” Evidence
 Access to classrooms, practical 

training workshops and 
administrative areas suitable for 
scope of operations, including 
training 

 Adequate toilet and washing 
facilities for male and female 
students and staff

 Appropriate prayer rooms for 
students and staff 

 Written agreements with 
facilities/equipment owners 
where needed 

 Physical infrastructure meets 
any relevant building codes/
standards/safety regulations

 Equipment used for student 
assessment is of a similar 
standard to that used in industry

 Inventory of tools and 
equipment and facilities that is 
updated regularly

 Tools, equipment and workshop 
areas provide for the safety 
of staff, students and visitors 
and are checked for safety on a 
regular basis

 Tools and equipment undergo 
regular maintenance and are 
kept in working order  

Additional Evidence
 Equipment manuals
 Maintenance/service plans and 

logs
 Receipts relating to repairs and 

maintenance 

 Physical evidence (that is, you 
have seen it) that the provider 
has access to all the equipment 
and tools and facilities required 
for its scope of education and 
training services (there may be 
a need for a technical expert to 
verify this)*

 Classroom based learning 
should generally have a ratio of 
1:25, although this will depend 
upon the method of learning 
and the subject. If unsure, ask 
the instructor how they decide 
how many students in a class*

 Practical classes should allow 
for each student to use the tools 
and equipment.*

 Physical evidence that any 
facilities listed in the middle 
column are available. *

 An inventory (list or chart) of 
the tools and equipment used 
in each part of the curriculum 
or training program or SKKNI *

 Tools and equipment are in 
working order (there may be a 
need for a technical expert to 
verify this)*

 Tools and equipment are safe to 
use (there may be a need for a 
technical expert to verify this)*
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Standard 7

The provider has a management system that supports its current and 
intended scope of operations 

Intent: 
The provider has management systems in place that ensure transparency of 
decision making and support the provision of high quality education and 
training

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

7.1 The provider 
has a 
management 
system that 
supports its 
current and  
intended scope 
of operations 

“Must Have” Evidence
 Registration or licence with 

appropriate agency 
 Student rules and regulations
 Enrolment procedures 
 Marketing and/or promotional 

materials 
 Written processes and 

procedures covering all 
accreditation standards 
including:
o How new training programs 

are developed
o How industry and/or 

community are involved in 
curriculum development

o How curriculum is developed 
and monitored*

o How training modules are 
developed and monitored

o How staff are recruited and 
selected*

o How staff quali cations and 
experience are veri ed

o How equipment and facilities 
are deemed “ t for purpose”

o Financial management*
o How assessment materials are 

developed and monitored*

Additional Evidence
 ISO current accreditation
 Information brochures 

(including Provider pro le)
 Provider rules and regulations   
 Provider pro le 

 Certi cate of registration/
accreditation or licence from 
a Government agency that 
con rms the organisation is 
allowed to deliver education and 
training services *

 Policy and Procedures Manual 
or Standard Operating 
Procedures covering at least  the 
items opposite listed with an 
asterisk*

 Where other items are not 
included, (those without an 
asterisk) managers should be 
able to explain at an interview 
how these things are undertaken 



69

Appendices

Standard 7

The provider has a management system that supports its current and 
intended scope of operations 

Intent: 
The provider has management systems in place that ensure transparency of 
decision making and support the provision of high quality education and 
training

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

7.2 The provider 
implements 
a planning 
process that is 
consistent with 
its current and 
intended scope 
of operations 

“Must Have” Evidence
 Written vision and mission 

statements
 Short term plans of provider 

activities that are consistent 
with mission and vision 
statements 

Additional Evidence
 ISO current accreditation
 Written procedure for short, 

medium and long term 
planning 

 Medium term plans of provider 
activities that are consistent 
with mission and vision 
statements

 Long term plans of provider 
activities that are consistent 
with mission and vision 
statements

Vision and Mission Statements 
that include some reference to 
education and training * 

7.3 The provider 
has an 
organisational 
structure 
consistent with 
its current and 
intended scope 
of operations 

“Must Have” Evidence
 Organisational chart showing 

relationships and reporting 
mechanisms between positions

 Position descriptions for all 
positions identifying scope of 
responsibilities and reporting 
relationships for management, 
administration and teaching/
training positions 

Additional Evidence
 ISO current accreditation
 Person or people with speci c 

responsibility for quality 
assurance and compliance with 
accreditation  standards

 One of cer responsible for 
relations with regulatory 
authorities  

 Organisational chart showing 
relationships and reporting 
mechanisms between positions*

 Position Descriptions *
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Standard 7

The provider has a management system that supports its current and 
intended scope of operations 

Intent: 
The provider has management systems in place that ensure transparency of 
decision making and support the provision of high quality education and 
training

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

7.4 The 
provider has 
implemented 
systems 
to ensure 
high quality 
delivery of 
education and 
training 

“Must Have” Evidence
 There is a written process 

describing how the provider 
will implement and maintain 
high quality training delivery, 
which includes at least training 
methods and training modules

 There is a written process that 
describes all aspects of training 
delivery from enrolment to 
the completion of training and 
certi cation 

 There are monitoring and 
evaluation process to monitor 
the conduct of training 

Additional Evidence
 Code of ethics for training and 

assessment staff 
  

 A written description of what 
the training provider will do to 
make sure that their education 
and training services are of high 
quality

 The description includes 
information about:
o Enrolment processes*
o Student discipline and 

student welfare*
o The relevance of training 

courses to potential jobs
o Training and assessment 

methods*
o The length of training 

programs
o Arrangements for work 

placements (where 
appropriate)*

o How evaluation and 
monitoring of the provider’s 
activities takes place*

AND/OR
An explanation) at interview of how 
all of these things take place.  
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Standard 7

The provider has a management system that supports its current and 
intended scope of operations 

Intent: 
The provider has management systems in place that ensure transparency of 
decision making and support the provision of high quality education and 
training

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

7.5 The provider 
has systems to 
monitor and 
evaluate all 
aspects of its 
operations and 
to act upon 
monitoring 
and evaluation 
reports 

“Must Have” Evidence 
 Written procedures for the 

evaluation of all aspects of the 
provider operations described in 
the standards 

 Evaluation procedures include 
monitoring of:
o Provider management 

processes
o Development of curriculum 
o Development of training 

modules and assessment 
materials

o Delivery of training and 
assessment

 Evaluation procedures include:
o Feedback from students
o Feedback from instructors
o Feedback from management
o Feedback from administrative 

staff
o Feedback from external 

stakeholders
 Evaluation tools and instruments 

Additional Evidence
 ISO current accreditation
 Internal audit reports 
 Evaluation reports 
 Written procedure for 

conducting regular internal 
audits of compliance with 
accreditation standards

 Procedure changes traced to 
audit reports or evaluations

 Notes of evaluation team 
meetings

 Evaluation feedback forms used 
by students, staff and other 
stakeholders that cover the areas 
listed in the middle column*

AND/OR
 Internal Audit Reports

AND/OR
 Reports from evaluation 

activities
AND/OR

 An explanation at interview of 
how the provider operations 
are checked to make sure the 
provider continues to offer high 
quality education and training 
services 
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Standard 8

The provider is  nancially viable 

Intent: 
The provider maintains has enough funds to cover its operating expenses 
and to protect any fees paid in advance

Criteria Evidence for Compliance Minimum Requirements for 
Compliance 

8.1 The provider 
has access 
to funds to 
support its 
operations 

“Must Have” Evidence
 Record of funding sources 
 Funding is suf cient to meet 

expenses
 List of operating costs

Additional Evidence
 A risk management plan to cover 

risks to potential funding 

 Copies of funding agreements*

AND/OR
 Ask the training provider where 

its funds come from 

8.2 The provider 
maintains 
annual budgets 

“Must Have” Evidence
 Budgets of income and 

expenditure are prepared 
annually and accounts kept of 
actual to budget expenditure and 
income 

 Financial reports are prepared 
and submitted to provider board 
of management at least annually 

Additional Evidence
 Corrective action where there is 

substantial difference between 
actual and budget

 Annual accounts audited by 
relevant third parties annually 

 Copies of funding proposals 

 Budgets showing expected 
income and expenditure 
for each program or for the 
provider as a whole.

 The budgets show at least 
equal amounts of income and 
expenditure. 

 Where budgets are unavailable, 
the provider is able to explain 
how it will ensure that 
expenditure will be matched by 
income*

AND/OR
 An independent report showing 

that the provider is able to meet 
its expenditure (such as an audit 
report)

8.3 The provider 
protects fees 
paid in advance 

“Must Have” Evidence
 System for protecting fees paid 

in advance
 Records of fees paid in advance
 System for refund of fees paid 

in advance where provider is 
unable to provide the service 
paid for 

 Records of fees paid (such as 
receipts) *

 Procedure for fee refunds (only 
where fees are paid in advance) 
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Appendix 6: Competency units (SKKNI) for 
accreditation compliance assessors 

Unit Code

Unit Name Conduct an Accreditation Compliance Assessment 

Unit Description This unit describes the performance outcomes, skills and knowledge 
required to conduct an assessment of a training provider seeking 
accreditation from LA-LPK to deliver SKK or clusters of SKKNI endorsed by 
Ministry of Manpower 

The process of compliance assessment includes reviewing designated 
documentation; identifying and developing checklists and assessment 
related documentation; preparing assessment schedules; gathering, 
analysing and evaluating information; and reporting  ndings to the lead 
assessor and/or the KA LPK.

The standards for accrediting training providers are contained in the 
Indonesian Quality Training Framework. 

A range of legislation, rules, regulations and codes of practice may apply 
to this unit at the time of endorsement, depending on national vocational 
quali cations the training provider is seeking to deliver. 

Elements of 
Competency 

Performance Criteria 

1. Review training 
provider 
documentation

1.1 Where applicable, review training provider’s self-assessments, 
previous quality audits (where applicable) and internal audits 
(where applicable) to establish possible impact on the conduct of 
the current audit

1.2 Request relevant training provider documents not included in 
accreditation application from provider, and review and check 
the adequacy of these documents in order to provide feedback on 
an applicant’s readiness for accreditation

1.3 Recommend amendments to reviewed documents, and 
determine and source any further documentation required in 
order to assist applicant prepare for accreditation

1.4 Resolve issues which arise with training provider and relevant 
parties to ensure common understanding of accreditation 
requirements 

2. Participate in 
developing audit 
schedules

2.1 Access or prepare appropriate checklists/tools and assessment 
related documentation to ensure all information is available to 
conduct an accreditation visit 

2.2 Con rm schedules and required resources with training provider  
before beginning assessment activities to ensure applicant and 
assessors are ready to conduct the assessment visit  

2.3 Anticipate possible issues and outline strategies to address these 
issues, should they arise in order to resolve potential areas of 
con ict prior to the assessment visit  
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Elements of 
Competency 

Performance Criteria 

2.4 Ensure preparation activities and documentation correspond to 
the assessment plan to ensure assessments are undertaken in a 
manner consistent with LA LPK processes 

2.5 In consultation with accreditation assessment team, determine 
appropriate assessment methods and techniques to ensure 
assessments are suited to the pro le of the training provider 

2.6 Assist lead assessor in creating entry and exit meeting agendas to 
suit needs of assessment team and applicant

3. Gather and analyse 
information

3.1 Access a range of potential sources of information in order to 
provide appropriate feedback to the applicant 

3.2 Collect and make an initial assessment of sample documentation 
in order to identify potential gaps in accreditation information 

3.3 Interview appropriate persons in relation to relevant 
documentation to con rm policies and procedures are 
implemented according to the received documentation 

3.4  Identify and report patterns, trends, interrelationships and 
areas of risk in order to determine focus of any feedback to be 
provided 

3.5  Identify aspects of the audit that require the use of specialists 
and request appropriate assistance to ensure that technical areas 
relating to the applicant’s training can be appropriately assessed 

4. Evaluate 
information

4.1 Evaluate information against prescribed benchmarks contained 
in the IQTF in order to assess level of compliance with standards  

4.2 Form a defensible opinion as to the meeting of these benchmarks 
by the training provider in order to prepare an accurate report of 
the accreditation assessment  

4.3 Ensure opinions are formed from and supported by available 
information in order to avoid potential con ict with the 
applicant 

5. Report  ndings 5.1 Formulate  ndings and prepare a corrective action report if 
discrepancies or non-compliances are detected in order to 
provide feedback to the applicant  

5.2 Examine results/ ndings against audit objectives and present to 
lead assessor for  nalising the assessment report 

5.3 Report recommendations for improvements as applicable in 
order to inform applicant of further actions (if any) required 

5.4 Complete accreditation assessment checklists as required by LA-
LPK and submit report to KA LPK  

6. Participate in exit 
meeting

6.1 Prepare for exit meeting in order to inform applicant of 
assessment   ndings 

6.2 Ensure reporting arrangements are agreed upon and 
documented during the meeting so that the applicant is clear on 
the procedure for  nalising the accreditation decision  

6.3 Ensure context and consequences of assessment are explained, 
and follow-up is discussed so that the applicant is aware of 
further actions 
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Evidence Guide

Context of Assessment

 Assessment must ensure the use of materials from training providers that relate to compliance 
with the IQTF 

 Assessment must ensure the use of a wide variety of documents samples
 Assessment  must ensure the use of checklists, guides and standards that form the IQTF 
 Assessment must ensure access to 

o organisational policies and procedures and plans
o codes of practice
o relevant industry regulations/standards
o computer resources for on line searching

Conditions

Assessment should be undertaken with access to all documents relating to the IQTF and provider 
accreditation

Description of Skills, Knowledge and Attitudes 

Knowledge

 elements of compliance programs and related management systems, including:
o documentation of compliance requirements relevant to the training provider
o speci cation of compliance management functions, accountabilities and responsibilities 

within the organisation
o compliance-related management information systems
o record-keeping systems required for compliance management
o liaison procedures with relevant internal and external personnel on compliance-related 

matters
o breach management policies and processes, including the identi cation, classi cation, 

investigation, recti cation and reporting of breaches in compliance requirements
o compliance reporting procedures
o processes for the internal and external distribution and promotion of information on 

compliance requirements, and compliance programs and management systems
o complaints handling systems
o continuous improvement processes for compliance, including monitoring, evaluation and 

review
o strategies for developing a positive compliance culture within the organisation
o techniques and performance indicators for monitoring the operation of a compliance 

program or management system
o reporting processes on compliance management, including reports on breaches and 

recti cation action
 relevant organisational policies and procedures, including:

o compliance plans and policies in various compliance areas
o organisational standards for operations and ethics

 relevant Indonesian and international standards
 relevant organisational policies and procedures, including:

o plans and policies in various compliance areas
o organisational standards for operations and ethics
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Skills

 interpersonal skills to:
o contribute to the development of a positive culture of compliance within an organisation
o work with internal and external personnel with an interest in an organisation’s compliance 

program and management system
 interpersonal and communication skills to relate to internal and external personnel, 
 literacy skills to read and interpret various types of documents and to write reports containing 

complex concepts
 organisational and time-management skills to conduct compliance management activities
 project management skills to:

o scope and plan the conduct of compliance requirement identi cation activities
o manage other personnel involved in the identi cation and interpretation of compliance 

management activities
o research and analytical skills to identify and interpret compliance requirements

 technical skills to use communications technology effectively

Attitudes Required  

 Attention to detail
 Honesty and trustworthiness
 Following procedures described in IQTF
 Facilitative and collegiate approach to accreditation assessment 
 Work as part of a team 

Critical Aspects 

Competency should be performed under workplace conditions during the conduct of a 
compliance audit. Candidates will be provided with relevant audit tools and instruments and 
regulations.



77

Appendices

Range of Variables 

Context of variables 

Self-assessments refer to assessments undertaken by the applicant for accreditation based upon 
documents provided by the KA LPK 

Previous quality audits may refer to LA-LPK assessments, BNSP assessments or other 
assessments against quality standards

Internal audits are assessments conducted by the training provider against the standards for 
registration or accreditation 

Relevant training provider documents may include, but are not limited to:
 Documents provided in the registration/accreditation application
 Training program information
 Teaching and learning and assessment materials
 Evaluation tools and instruments and reports 
 Management policies and procedures
 Organisational Charts
 Record keeping instruments
 Financial records
 Staff and student records
 Facilities and equipment inventories
 Meeting agenda and reports
 Third party documents required for registrations or quality audits

Reviewed documents refer to documents provided by the applicant in support of their 
application for accreditation (see above) 
Issues relate to any misunderstandings of the applicant’s documents   

Appropriate checklists and tools may include:
 Accreditation evidence guides
 Accreditation application forms
 Accreditation checklists
 Compliance Assessor checklists 

Audit plan refers to the audit schedule and the plan of required information 

Methods and techniques include, but are not limited to:
 Desk audit of documents
 Site visits to training provider and partner organisations
 Interviews with key staff, students and external stakeholders
 Review of training provider information on site 

LA-LPK processes refer to LA-LPK Procedure for Accreditation 

Assessment Methods and techniques may include (but are not limited to):
 Document reviews
 Interviews with stakeholders
 Site visits
 Focus group discussions with trainers, students and support staff
 Oral questions  
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Sources of information include:
 National quali cations and units of competency
 MoM guidelines for CBT implemetation
 LA-LPK quality standards for accreditation and sample documents
 Quali cations packaging information
 Information provided by industry stakeholders  

Appropriate persons refer to training provider management, administrative staff, teaching/
assessment staff and students 
Specialists refer to industry technical experts
Accreditation assessment checklists refer to checklists and evidence guides produced by LA-LPK. 
Procedure for  nalising the accreditation decision (note LA-LPK processes above)

Rules and Regulations
Rules and regulations may be speci c to industry areas being trained or to the governance of the 
training provider 

Norms and Standards 
Compliance requirements are the documents, tools, equipment, facilities, staff and quality 
processes required to meet the IQTF Standards for accreditation/registration   

Unit Code

Unit Name Prepare for an Accreditation Compliance Assessment  

Unit Description This unit describes the performance outcomes, skills and knowledge required 
to identify and interpret the quality standards for accrediting training 
providers to deliver and assess against national vocational quali cations or 
clusters endorsed by MoM or against other standards. 

The performance outcomes, skills and knowledge speci ed in this unit are 
also relevant for assessing a training provider’s application for accreditation. 

The standards for accrediting training providers are contained in the 
Indonesian Quality Training Framework. 

The preparation for accreditation will take into account documents provided 
by the training provider in their application for accreditation. 

A range of legislation, rules, regulations and codes of practice may apply to 
this unit at the time of endorsement, depending on national quali cations 
the training provider is seeking to deliver. 
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Elements of 
Competency 

Performance Criteria 

1. Review training 
provider 
documentation

1.1 Where applicable, review training provider’s self-assessments, 
previous quality audits (where applicable) and internal audits 
(where applicable) to establish possible impact on the conduct of 
the current audit

1.2 Request relevant training provider documents not included in 
accreditation application from provider, and review and check 
the adequacy of these documents in order to provide feedback on 
an applicant’s readiness for accreditation

1.3 Recommend amendments to reviewed documents, and 
determine and source any further documentation required in 
order to assist applicant prepare for accreditation

1.4 Resolve issues which arise with training provider and relevant 
parties to ensure common understanding of accreditation 
requirements 

2. Participate in 
developing audit 
schedules

2.1 Access or prepare appropriate checklists/tools and assessment 
related documentation to ensure all information is available to 
conduct an accreditation visit 

2.2 Con rm schedules and required resources with training provider  
before beginning assessment activities to ensure applicant and 
assessors are ready to conduct the assessment visit  

2.3 Anticipate possible issues and outline strategies to address these 
issues, should they arise in order to resolve potential areas of 
con ict prior to the assessment visit  

2.4 Ensure preparation activities and documentation correspond to 
the assessment plan to ensure assessments are undertaken in a 
manner consistent with LA LPK processes 

2.5 In consultation with accreditation assessment team, determine 
appropriate assessment methods and techniques to ensure 
assessments are suited to the pro le of the training provider 

2.6 Assist lead assessor in creating entry and exit meeting agendas to 
suit needs of assessment team and applicant 

3. Gather and analyse 
information

3.1 Access a range of potential sources of information in order to 
provide appropriate feedback to the applicant 

3.2 Collect and make an initial assessment of sample documentation 
in order to identify potential gaps in accreditation information 

3.3 Interview appropriate persons in relation to relevant 
documentation to con rm policies and procedures are 
implemented according to the received documentation 

3.4  Identify and report patterns, trends, interrelationships and 
areas of risk in order to determine focus of any feedback to be 
provided 

3.5  Identify aspects of the audit that require the use of specialists 
and request appropriate assistance to ensure that technical areas 
relating to the applicant’s training can be appropriately assessed 
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Elements of 
Competency 

Performance Criteria 

4. Evaluate 
information

4.1 Evaluate information against prescribed benchmarks contained 
in the IQTF in order to assess level of compliance with standards  

4.2 Form a defensible opinion as to the meeting of these benchmarks 
by the training provider in order to prepare an accurate report of 
the accreditation assessment  

4.3 Ensure opinions are formed from and supported by available 
information in order to avoid potential con ict with the 
applicant 

5. Report  ndings 5.1 Formulate  ndings and prepare a corrective action report if 
discrepancies or non-compliances are detected in order to 
provide feedback to the applicant  

5.2 Examine results/ ndings against audit objectives and present to 
lead assessor for  nalising the assessment report 

5.3 Report recommendations for improvements as applicable in 
order to inform applicant of further actions (if any) required 

5.4 Complete accreditation assessment checklists as required by LA-
LPK and submit report to KA LPK  

6. Participate in exit 
meeting

6.1 Prepare for exit meeting in order to inform applicant of 
assessment   ndings 

6.2 Ensure reporting arrangements are agreed upon and 
documented during the meeting so that the applicant is clear on 
the procedure for  nalising the accreditation decision  

6.3 Ensure context and consequences of assessment are explained, 
and follow-up is discussed so that the applicant is aware of 
further actions 
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Evidence Guide

Context of Assessment

 Assessment must ensure the use of materials from training providers that relate to compliance 
with the IQTF 

 Assessment must ensure the use of a wide variety of documents samples
 Assessment  must ensure the use of checklists, guides and standards that form the IQTF, such 

as accreditation checklists and application forms and evidence guides  
 Assessment must ensure access to 

o organisational policies and procedures and plans
o codes of practice
o relevant industry regulations/standards
o computer resources for on line searching

Conditions

Assessment should be undertaken with access to all documents relating to the IQTF and provider 
accreditation 

Description of Skills, Knowledge and Attitudes 

Knowledge

 elements of compliance programs and related management systems, including:
o documentation of compliance requirements relevant to the training provider
o speci cation of compliance management functions, accountabilities and responsibilities 

within the organisation
o compliance-related management information systems
o record-keeping systems required for compliance management
o liaison procedures with relevant internal and external personnel on compliance-related 

matters
o breach management policies and processes, including the identi cation, classi cation, 

investigation, recti cation and reporting of breaches in compliance requirements
o compliance reporting procedures
o processes for the internal and external distribution and promotion of information on 

compliance requirements, and compliance programs and management systems
o complaints handling systems
o continuous improvement processes for compliance, including monitoring, evaluation and 

review
o strategies for developing a positive compliance culture within the organisation
o techniques and performance indicators for monitoring the operation of a compliance 

program or management system
o reporting processes on compliance management, including reports on breaches and 

recti cation action
 relevant organisational policies and procedures, including:

o compliance plans and policies in various compliance areas
o organisational standards for operations and ethics

 relevant Indonesian and international standards
 relevant organisational policies and procedures, including:

o plans and policies in various compliance areas
o organisational standards for operations and ethics
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Skills

 interpersonal skills to:
o contribute to the development of a positive culture of compliance within an organisation
o work with internal and external personnel with an interest in an organisation’s compliance 

program and management system
 interpersonal and communication skills to relate to internal and external personnel, 
 literacy skills to read and interpret various types of documents and to write reports containing 

complex concepts
 organisational and time-management skills to conduct compliance management activities
 project management skills to:

o scope and plan the conduct of compliance requirement identi cation activities
o manage other personnel involved in the identi cation and interpretation of compliance 

management activities
o research and analytical skills to identify and interpret compliance requirements

 technical skills to use communications technology effectively

Attitudes Required  
 Attention to detail
 Honesty and trustworthiness
 Following procedures described in IQTF 
 Facilitative and collegiate approach to accreditation assessment 
 Work as part of a team 

Critical Aspects 
Competency should be performed under workplace conditions during the conduct of a 
compliance desk audit. Candidates will be provided with relevant training provider information 
and audit tools and instruments and regulations.
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Range of Variables 

Context of variables 

Compliance requirements refer to compliance with the IQTF Standards for Accreditation to 
deliver/assesses against nationally endorsed clusters and quali cations and standards or training 
programs 

Training programs refer to curriculum, syllabus and training plan documents  

Indonesian Quality Training Framework includes:
 The accreditation standards
 The criteria for each standard
 Criteria evidence guides
 Assessor checklists
 Assessor reporting forms
 Training provider application form
 Sample policies and procedures 

Work schedule refers to a work plan to review a training providers compliance with the IQTF 
Standards for accreditation 

Search resources include international standards searches, Indonesian standards searches, 
relevant industry standards 

Relevant personnel include those responsible for compliance with IQTF within a training 
provider, KA-LPK of cers and industry technical experts as well as external stakeholders to the 
applicant 

Rules and Regulations

Rules and regulations may be speci c to industry areas being trained or to the governance of the 
training provider 

Checklists include accreditation assessor checklists and training provider application checklists 

Norms and Standards 

Compliance requirements are the documents, tools, equipment, facilities, staff and quality 
processes required to meet the IQTF Standards for accreditation 
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Appendix 7: Training needs analysis 
template

Skills/Knowledge/
Attitudes (SKA) Required

How were SKA identi ed Relevant Training 
Modules 

List here the training 
content or outcomes 
identi ed as relevant 

List here how they were identi ed 
– special standards; international 
standards; identi cation by industry 
stakeholders

List here the parts of the 
training program that 
covers these SKA

I have participated with (___________________________________name of Training Provider) in 
identifying relevant training needs and believe the attached report accurately re ects training needs 
in my industry

Signed (Industry Representative):    _________________________________________ 

Name and Positon:_______________________________________________

Date:_____________________________________
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Appendix 8: Basic organisational chart 

The chart can be modifed according to the nature of the training provider. It will vary according to 
such things as:

 The number of students
 The number of satff
 The number of courses/quali cations
 Indsutry partnerships

For example, in a samll training provider, administration,  nance and logisitcs may be the same 
person taking on all the roles. In a large training provider there may be a training manager or 
academic coordinator to whom the trainers report. 

Basic organsaitonal chart 

Board of 
Management

Centre Director 

Admin Mgr Finance Mgr Logisitics and 
Procurement

Gardners, dirver, 
cleaners etc

Trainers 
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Appendix 9: Collection of feedback policy 

The purpose is policy is to ensure that the Provider collects and analyses stakeholder and student 
feedback on its curses and that it improves its operations as a result of feedback. 

Procedure

1 student/stakeholder feedback instruments are developed
2 feedback instruments are distributed and followed up for return
3 an analysis of responses is undertaken and qualitative and quantitative data produced with a 

report identifying the need for any changes
4 the need for change is reported to the Director for inclusion on the continuous improvement 

program
5 policies and procedures are amended as a result of feedback and at the recommendation of the 

Director or his/her nominee 
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Appendix 10: Monitoring and evaluation 
policy

Internal audit 

The Provider will conduct an internal audit of its compliance with the Quality Standards for 
Accreditation at least annually, using the Compliance Assessor Checklist. 

As a result of the internal audit, an Improvement plan will be developed. The checklist and 
improvement plan will be submitted to the KA-LPK annually along with the request for re-
accreditation. 

Internal Audit Reports and subsequent improvement plans are brought to the attention of Director 
who will undertake appropriate improvements (or delegate as required) within an agreed timeframe.
Records of all such audits are maintained on  le & include the improvement plan and improvements 
made.

Stakeholder and client feedback 

The provider will collect, analyse and act on stakeholder and client feedback on its services and 
analyse the feedback to develop improvement plans 

Procedure

 Client/stakeholder feedback instruments are developed 
 Feedback instruments are distributed to participants at the conclusion of courses with follow-up 

instruments distributed six months later where possible 
 An analysis of responses is undertaken identifying the need for any changes
 An improvement plan is developed 
 The improvement plan is reported to the Director for consideration toward continuous 

improvement 
 Policies and procedures are amended as a result of the completion of the continuous 

improvement program and at the recommendation of the Director 
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Appendix 11: Training provider evaluation 
instrument 

This feedback instrument should be used to gather feedback from companies and other stakeholders 
that send students to programs. 

Evaluation of provider services

Name______________________________________

Company/Organisation ___________________________________________________________

How many trainees/employees does your company have with xxxxxxx?

What course/quali cation are they enrolled in?

Please circle the number matching most closely to your response.

LPK Information:

I found xxxxx information material about courses/quali cations and services were:

Clearly described  5 4 3 2 1 Not clearly described

Helpful  5 4 3 2 1 Unhelpful

Trainers:

I found xxxxxxx trainers were:

Helpful to learning 5 4 3 2 1 Unhelpful 

Congenial, friendly  5 4 3 2 1 Disagreeable, unfriendly 

Used clearly directed 5 4 3 2 1 Confused/disorganised   
 
and appropriate 
activities 
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Assessors:

I found _______________________________ (assessor’s name)  were:

Knowledgeable   5 4 3 2 1 Uninformed

Helpful   5 4 3 2 1 Unhelpful 

Congenial, friendly  5 4 3 2 1 Disagreeable, unfriendly 

Used clearly directed 5 4 3 2 1 Confused/disorganised   
and appropriate 
activities

Conduct and Delivery of Assessment:

I found assessment tools and processes used by xxxxxx were:

Stimulating   5 4 3 2 1 Dull

Informative  5 4 3 2 1 Unhelpful 

Well organised   5 4 3 2 1 Disorganised  

Suf cient in providing 5 4 3 2 1 Insuf cient opportunity  
opportunity for practice      
discussing/interaction  

Assesment tools and training materials:

The assessment and training materials used by xxxxxxx were:

Easy to understand  5 4 3 2 1 Confusing 

Well presented  5 4 3 2 1 Poorly presented

Relevant to the 
course/quali cation   5 4 3 2 1 Not relevant 

Please make any further comments
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________
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Appendix 12: Position descriptions

This document should only be used by providers without existing written position descriptions. 
Providers should amend the descriptions to meet their own needs. 

Director

Responsibilities

 Authorise any sub-contracting of training services to other organisations.
 Maintain a register of all sub-contracting agreements.
 Authorise changes to policies and procedures
 Develop and maintain a rolling 3-year business plan.
 Review and revise the business plan as required but at least annually.
 Ensure that all the training provider’s policies and procedures are drawn to the attention of all 

employees, contractors and clients.
 Recruit, induct and monitor the performance of all staff and contractors.
 Provide opportunities for the professional development of all staff.
 Ensure the quality of education and training services provided 
 Manage the resolution of grievances from students and from staff 
 Ensure the centre maintains its compliance with the LA-LPK Quality Standards. 
 Respond to requests for information from KA-LPK or LA-LPK
 Sign all certi cates and statements of attainment issued by the Centre.
 Authorise all student and staff information materials prior to their distribution.
 Authorise all marketing materials prior to their publication and/or distribution.
 Manage and monitor the delivery of training and assessment services.
 Validate the assessment strategies employed by trainers and assessors.
 Authorise the learning and assessment strategy to be employed for each course delivered by the 

Centre.

Administration officer

Reporting relationships

The Administration Of cer reports directly to the Director.

Responsibilities

 Maintain the integrity, accuracy and currency of all training provider’s records.
 Control access to individual staff and student  les.
 Monitor and maintain version control of all materials relating to the training provider’s 

education  and training services 
 Authorise the issue of all documents and materials and recall all previous documents and 

materials issued.
 Verify that the requirements of certi cates and statements of attainment have been met.
 Authorise the printing of certi cates and statements of attainment that conform to the LA-LPK 

guidelines.
 Maintain the register of certi cates and statements of attainment issued.
 Prepare all marketing and advertising materials.
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Finance manager

Reporting relationships

The Finance Manager reports directly to the Director

Responsibilities

 Ensure compliance with  nancial management policies.
 Monitor and report on compliance with  nancial management policies and procedures.
 Review  nancial management policies and procedures and implement revised procedures
 Maintain books of account
 Authorize expenditure 
 Maintain all  nancial records 
 Ensure that all accounts are kept in accordance with accepted accounting standards and taxation 

requirements and standards expected by funding bodies. 
 Ensure that all accounts are independently audited 
 Monitor the claiming of progress payments from funding bodies

Trainer/assessor

Reporting relationships

Reports directly to the Director 

Responsibilities

 Develop training and assessment materials.
 Deliver training
 Conduct assessments
 Record the outcomes of all assessments
 Record all site visits and contacts with trainees and their supervisors
 Complete all training and assessment reports and records.
 Provide all attendance, assessments, noti cations of withdrawal, commencements etc. to the 

Administration Manager as required.
 Return all feedback forms to the Director promptly.
 Return all records to the central  ling system after each workplace visit.
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Appendix 13: Financial management policy 

The purpose is to ensure that the provider has effective  nancial management procedure in place. 

Procedures

1 The Director or a person delegated by the Director is given responsibly and authority to ensure 
that  nancial management policies are followed and that funds received from government or 
donors are acquitted according to the funding agency requirements  

2 The Provider has put in place sound  nancial management policies including information about:

2.1 Insurance (public liability, workers compensation, professional indemnity, building and 
contents) where this is applicable

2.2 An organisational chart identifying  nancial management responsibilities

2.3 Financial management policies

3 Accounts are certi ed at least annually by an appropriately quali ed person 
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Appendix 14: Training program budget 

Program Title:

Program Dates:

Location: 

Item Quantity x Unit Cost Sub Total

Salary/Wages Staff

 Trainers

 Of ce support staff

 Technical support staff

 Other

 External trainers/consultants

 Guest speakers

 Assessors

Equipment & Resources

 Equipment purchase

 Equipment hire

 Video/ lm hire 

 Resource books

 Specialized Equipment

 Specialized resources 

 Other

Materials/Consumables 

 Stationary

 Photocopying

 Printing

 Binding

 Transparencies

 Text/ booklets

 Pens/markers pencils etc.

 File Manuals

 Handouts

Venue & Catering

 Venue Hire

 Catering Hire

 Meals

 Morning/Afternoon teas

Overall Total
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Appendix 15: Enrolment and selection of 
students

All people will have the opportunity to apply for enrolment. Where more people apply than there 
are places, previous academic results may be taken into account. 

For some courses there may also be an interview.

Some courses will have special entry requirements – such as language, numeracy or completion of 
certain subjects at secondary school. These will be made clear at the time of enrolment. 

Fee refunds

 If for some reason we cannot accept your enrolment, we will refund all of any fees within 30 days.
 If, after you have enrolled, but before the course starts you decide you cannot attend the course, 

we will refund all of any fees, less 10% which is an administrative charge.  
 If we cancel or postpone the course for more than a month, we will refund all of any fees within 

14 days.
 If you decide to leave the course before it is over, we cannot refund your fees, but we will keep a 

place open for you in a later course. 



95

Appendices

Appendix 16: Sample code of practice for a 
provider

xxxxxxx has developed a Code of Practice to address and establish our commitment to the 
maintenance of high standards in the provision of vocational education and training. It is a 
requirement of employment that all staff and students agree and act by it.

Access, equity, student selection and admission

Students have equal access to all programs irrespective of their gender, culture, linguistic 
background, race, location, socio-economic background or disability. 

Every student who meets the entry requirements (if applicable) as prescribed by the appropriate 
course or quali cation will be accepted into any training/assessment program, subject to the 
number of places available. Where there are more people who meet these requirements than there 
are places, we will clearly explain how we make our selection. 
 
xxxxxxxx incorporates the principles of equity into all programs to ensure that no one is at a 
disadvantage due to the nature of the program or the way it is taught. 

THE xxxxxxx’s staff has been told about their responsibilities with regards to Access and Equity 
principles.

Admission procedures will therefore be free of discrimination, and if an individual does not meet 
entry requirements, all attempts are made to assist them to identify alternative courses of action.

Enrolment, induction and orientation
 
xxxxxxx conducts an enrolment, induction and orientation program for all new students. This 
program reviews the Code of Practice and may include the completion of an Enrolment form (if not 
already done). Any speci c needs of the individual student with regard to the following items will 
also be discussed:

 Language, Literacy and Numeracy support;
 venue safety and facility arrangements;
 review of the training and assessment program;
 client support, welfare and guidance services arrangements;
 disciplinary procedures.

Marketing

Should xxxxx market or advertise its products and services, it will do so in an ethical manner. 
xxxxxxx will market its products and services with integrity, accuracy and professionalism, avoiding 
statements that are not clear. No false or misleading comparisons will be drawn with any other 
provider or course.

Speci c course information, including content and vocational outcomes is available prior to 
enrolment.
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Training delivery 

XXXXXX ensures the learning and assessment resources meet the requirements of the relevant 
courses/quali cations for the delivery, assessment and issue of quali cations.  

XXXXXX has the following resources:

 trainers with appropriate quali cations, and experience, including assessor requirements; 
 training and assessment resources appropriate to the methods of training and assessment; and
 relevant National Vocational Quali cations and/or course documents and support materials.

Training strategies utilised by XXXXXX are always selected to achieve the required elements of 
competence/learning outcomes in the best way. Training strategies also support the learning style of 
the participant.  Training may include a combination of off and on-the-job training and assessment.

Training methods may include, but are not limited to:

 demonstrations
 group participation
 individual projects
 audio/visual presentations
 computer managed learning
 site visits
 use of guest speakers
 internet access

Assessment

XXXXXX has experience and skill in providing assessments which prepare candaiets to undertake 
summative assessments managed by a LSP.

XXXXXX ensures valid and reliable assessment of achievements against competency standards and/
or learning outcomes. 
Assessment Principles:

XXXXXX ensures that all assessment conducted is reliable,  exible, fair and valid.

 Reliable: All assessment methods and procedures will ensure that competency standards/
learning outcomes are applied consistently by all assessors and that there is always consistency in 
the interpretation of evidence.

 Flexible: Assessment will be offered in the workplace (on-the-job), in the training environment 
(off-the-job), or in a combination of both. XXXXXX will ensure that all assessment methods and 
practices allow for diversity with regard to how, where and when competence has been/will be 
acquired.

 Fair: Assessment methods and procedures will not, under any circumstance, disadvantage any 
student. All students will be given the same clear information about how they will be assessed. 

 Valid: Assessment activities will always meet the requirements of the unit of competence/
module.  Suf cient evidence will always be collected, and will be relevant to the standard/module 
being assessed.

Assessor Quali cations:

___________________ (tarining provider’s name)  will ensure that staff involved in assessment activities 
always meet the assessor requirements as set by LA-LPK or MoM and any assessment requirements 
of National Vocational Quali cations. 
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If staff members of_______________________ (training provider’s name)  do not have the industry 
competencies to assess identi ed areas, appropriately quali ed personnel will be engaged to provide 
this expertise and assist the assessors with technical advice in the assessment process.   

Assessment Resources:

Assessment resources for National Vocational Quali cations will cover all aspects of competence 
including:

 task skills (performance of individual tasks);
 task management skills (managing a number of different tasks within the job);
 contingency management skills (responding to problems, breakdowns and changes in routine); 

and
 job/role environment skills (dealing with the responsibilities and expectations of the workplace).

Conducting Assessment:

Assessment activities undertaken by ________________________ (training provider’s name)  always 
follow the methodology outlined below:

1) Assessment procedures are fully explained to students. Throughout all training, students are 
regularly reminded of the ongoing availability of assessment.

2) The assessment requirements of the unit(s) of competence/module(s) are outlined, and any 
particular arrangements for the workplace/training environment are arranged.

3) All evidence-gathering methods remain reliable,  exible, fair and valid.
4) As assessments are undertaken, ____________________ (training provider’s name) trainers/assessors 

record individual student assessment results.  Sample copies of the assessment instrument are 
kept by the trainer/assessor.

5) Guidance is always available to students after assessment.
6) Evaluation of assessment processes and procedures is gathered on an on-going (informal) basis.

Evidence gathering methods commonly utilised by ________________________ (training provider’s 
name)  include, but are in no way limited to:

 demonstration
 questioning
 workplace performance
 role-play
 simulation
 oral presentation
 graphic presentation
 projects/assignments
 audio/visual display
 written tests
 skills portfolio

Complaint procedures

In the event of a student wishing to lodge a complaint, a formal or informal approach will need 
to be made by the student to their trainer/assessor.  This complaint will be recorded in writing by 
__________________(tarining provider’s name)   

All attempts will be made by __________________________(training provider’s anme) to resolve the 
complaint internally with all parties involved.  If, however, the complaint cannot be resolved 
internally, an appropriate impartial body will be approached immediately to act as an objective and 
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impartial arbitrator.  The student will be consulted as to the selection of the appropriate impartial 
body.  _________________________(training provider’s name)  will allow the student to be represented 
by a third party in any subsequent discussion.

Disciplinary procedures

All ______________________________(tarining provider’s name)  students are expected to take 
responsibility in line with all current workplace practices and legislation for their own learning and 
behaviour during both on- and off-the-job training and assessment. Any breaches of discipline will 
result in the student being given a verbal warning. Further breaches will result in the student having 
to “show cause” as to why they should not be excluded from further participation in the program.

Student welfare, guidance and support services

All students of ______________________________________ (training providers name) are treated as 
individuals and are offered advice and support services which assist them in achieving their 
identi ed outcomes. 
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Appendix 17: Sample student information 
handbook

Student handbook
         

Welcome to _________________________________( training provider’s name).  

We are accredited by LA-LPK to offer the following SKK or SKKNI clusters or training programmes 
based on other standards: 
  
(Make a list of the courses/quali cations/clusters that your training provider offers. Include code 
numbers where appropriate. 

If you decide not to complete the whole quali cation/course/cluster or leave for some reason then 
you will receive credit for what you have done. 

Full details of all the courses and their content are included in this booklet.

_____________________________________(training provider’s name)  is committed to high quality 
education and training which places the learner at the centre of training delivery. 
In this handbook you will  nd:

 information about courses and quali cations offered
 information about how we deliver our training and  about how you will be assessed 
 where to go for further information
 policies about enrolment
 policies about how to resolve any problems you might have with the training and assessment

You will also  nd in this handbook our code of practice which explains how we operate our 
institution. 

What qualifications do we offer? 

 
We offer the following SKK or SKKNI clusters or training programmes based on other standards: 
This programme comprises the following SKKNI:
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Core units (these are ones you must compete)

(For National Vocational Quali cations list any core or compulsory SKKNI followed by options/
electives) 

X
X
X

What are units of competency (SKKNI)? 

Competency based training is not like traditional teaching. It focuses upon the skills you need to do 
a job. 
________________________________ (training provider’s name)  will provide you with information 
and assist you to gain the required skills. Sometimes this will happen in a classroom. Sometimes 
it will happen in the  eld. Sometimes you might research new knowledge for yourself and then 
demonstrate your skills to your trainers and assessors. 

Competency standards are a statement of skills needed to perform a job or task. The focus is on what 
is expected of a person in the workplace rather than on the learning process.

Throughout your training at ________________________________ (training provider’s name)  you will 
have many opportunities to (add as appropriate): 

 watch skilled trainers 
 practice your new skills 
 use equipment
 discuss what you are learning
 undertake projects
 read learning materials
 take part in structured training exercises  

When you are assessed you will be assessed on whether you can demonstrate the skills and 
knowledge that are listed in the competency standards. Assessment will take place in lots of ways, 
such as (add as appropriate): 

 tests
 direct observation whilst you undertake work based tasks
 projects
 question and answer
 role plays
 case studies

The next section of this handbook will contain a chart which shows how each unit of competency is 
delivered and how it is assessed. 

Note: you can also use this section as a guide to your own courses as well as any national 
quali cations 

Training and assessment strategies

The charts below show how each SKKNI will be delivered and assessed.

All students will receive a detailed course manual that covers the competencies and lots more as 
well. 
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(A training provider can use this table for both national vocational quali cations and their own 
courses. It can be also used as the matrix referred to in Standards 1, 2, 3 and 4)

Training strategy 

Insert SKK/SKKNI/course modules and adjust headings as appropriate 

Unit Title Work Book Field Experience Classroom 
Training 

Role Plays and 
Simulations

Research 

Assessment strategy

Insert SKK/SKKNI/course modules and adjust headings as appropriate 

Unit Title Tests Question and Answer Direct 
Observation

Projects Role Play and 
Simulation
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Is it easy to enrol?

Yes it is. ______________________________________ (training provider’s name) does not discriminate in 
any way. If you want to enrol in a course simply ask for an enrolment form and timetable of classes. 
If you are not sure about how to enrol or need advice about the course you can organise an 
appointment to discuss your enrolment with the relevant instructor. 

Once you have enrolled there are a few things to keep in mind. 

 If for some reason we cannot accept your enrolment, we will refund all of any fees within 30 days.
 If, after you have enrolled, but before the course starts you decide you cannot attend the course, 

we will refund all of any fees, less 10% which is an administrative charge.  
 If we cancel or postpone the course for more than a month, we will refund all of any fees within 

14 days.
 If you decide to leave the course before it is over, we cannot refund your fees, but we will keep a 

place open for you in a later course. 

What can I do if I am unhappy about the training 
or assessment?

________________________________ (training provider’s name)  has a policy about student complaints. 
If you do have any complaints, they will be handled professionally and con dentially in order to 
achieve a satisfactory resolution

 all of your complaints will be managed fairly and equitably and as ef ciently as possible 
 ______________________________________ (training provider’s name)  will resolve any complaints 

fairly and equitably within  ve (5) working days. 
 You may raise any matters of concern relating to training delivery and assessment, the quality of 

the teaching, student amenities, discrimination, harassment and other issues which may arise.

___________________________________ (training provider’s name)  will encourage the parties to 
approach a complaint with an open view and to attempt to resolve problems through discussion 
and negotiation. Where a problem cannot be resolved through discussion and negotiation, we will 
organise for an appropriate external and independent agent to mediate between the parties.

Complaints Procedure:

If you do have a complaint, these are the steps you should follow.

 talk with the relevant teacher/trainer about the problem 
 if it is unable to be solved, your case will be presented to a person responsible for student welfare 
 if it is unable to be solved at this level, the complaint can then be referred to the Director
 at all times you can choose to have someone with you to help in the negotiations. 

If the grievance cannot be solved internally, __________________________________(training provider’s 
name)  will advise you of the appropriate body where you can seek further assistance.
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Appendix 18: Course development procedure

This procedure describes the process to develop training courses within the training provider 
accredited to deliver training based on standards other than SKKNI . 

Criteria

These programs must be developed incorporating all of the following criteria:

 There is demand for the delivery of the program from industry or the community.
 Entry requirements, prerequisites and target groups are described.
 The course has been developed on a unit or module structure.
 Learning outcomes identify the application of skill and knowledge by the learner 
 An implementation strategy has been developed including human, physical and teaching 

resources.
 Assessment strategies are identi ed
 Course evaluation strategies have been detailed.

Course names

The following titles cannot be used for the naming of these courses:

Certi cate I, II, III, IV, Diploma I, Diploma II must only be used for nationally recognized vocational 
quali cations.

Course titles can be based on the following: 

 Title based on outcome and course e.g. Bricklaying taster course.
 Title based on outcome only e.g. Introduction to bread making.
 Title based on outcome and activity e.g. Fishnet repair workshop.

Development procedure

1 The need for a new course is identi ed by the training provider or by an external stakeholder.

2 The training provider appoints a curriculum development group from within the training 
provider to develop the new course (this group may also include external stakeholders) 

3 The curriculum development group identi es any other courses that may be available for use or 
adaption in the same subject area

4 The curriculum development group develops a module or unit list of adapted and/or new units/
modules

5 Learning outcomes are developed by the curriculum development group for all modules/units 

6 Curriculum descriptors are developed for each learning module (see curriculum template) 

7 Curriculum descriptors are checked and validated by stakeholders from within and/or external 
to the provider

8 Teaching guides are prepared by trainers and/or the curriculum development group in the form 
of lesson/session plans (see session plan template) 

9 Learning resources are identi ed/developed 
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Appendix 19: Sample course evaluation

This is a course evaluation document that can be used to gather feedback from students about the 
courses they have attended. The results can be used to improve the quality of training, training 
materials and course outlines.

Course evaluation

1. Did the course meet your objectives? (Please circle.)

Yes No

Comments:
___________________________________________________________________
___________________________________________________________________

2. What skills and knowledge will you use in your own work?
___________________________________________________________________
___________________________________________________________________

3. What areas were not covered by the course that would have helped you?
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

4. What parts of the course did you  nd most helpful?
____________________________________________________________
____________________________________________________________

5. In general, how would you rate the course? (Please circle.)

Great value Valuable Little value

Comments:
___________________________________________________________________
___________________________________________________________________

6. How did you  nd the course presentation? (Please circle.)

Challenging Boring Easy to follow Dif cult to understand

7. Circle the word in each pair which best describes the presenter.

Dry / Lively Organised / Disorganised Interesting / Dull

8. Did you  nd the length of the course:

Too long Just right Too short

9. What suggestions do you have for improving the course?
___________________________________________________________________
___________________________________________________________________

10. Would you recommend this course to other people?

De nitely Maybe Doubtful De nitely not

11. Please feel free to make any other comments about the course. __________________________________
_________________________________________________________________________________________________
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Appendix 20: Template for a course outline

This document is one way of preparing a course outline. It should only be used if the training 
provider does not already have a format for course outlines or if they want to change their current 
format. 

The number of learning outcomes and assessment criteria will change according to each module 
and each course. 

MODULE NAME
Nominal duration This should include the total “nominal” hours, including 

instruction, self study and assessment 
MODULE PURPOSE This should describe in summary why a student would want to 

undertake this module 
PREREQUISITES/ CO-
REQUISITES
RELATIONSHIP TO SKKNI This should only be used where the module supports one or more 

SKKNI from a national vocational quali cation
Where the training supports special standards or international 
standards, these should be noted.   

CONTENT SUMMARY A summary in point form of the main areas of content 
ASSESSMENT STRATEGY 
Assessment method
Conditions of assessment Conditions under which assessment takes place (e.g. in a classroom, 

in the workplace, in a workshop, with or without reference 
materials etc)

Learning outcome details
Learning outcome 1 Learning outcomes should be written using “learner 

centred” outcomes. The outcome should be preceded 
by “at the successful achievement of this outcome the 
learner should be able to…………

Assessment criteria The assessment criteria describes the indicators that 
the learning outcome has been met 

Learning outcome 2
Assessment criteria
Learning outcome 3
Assessment criteria
Learning outcome 4
Assessment criteria

Note: There is no minimum or 
maximum number of learning outcomes 
or assessment criteria 

Delivery of the module 
Delivery strategy The type of training methods that will be used 
Resource requirements List any special resources that are required for training 

and assessment (that is, resources other than normal 
classroom resources 

Occupational Health and Safety 
requirements 

List here if there are any special health or safety 
requirements for training and assessment
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Appendix 21: Recruitment induction and 
professional development of staff policy

The purpose is to ensure that the training provider has the required number of skilled and quali ed 
trainers and assessors to meet client needs and the requirements of the courses and quali cations it 
offers.   

Procedure

1 For staff recruitment:

1.1 The staf ng needs of the Provider are determined by the Director or a person delegated to do 
this

1.2 The remuneration for the proposed staff member is determined

1.3 A recruitment method is determined

1.4 If required advertisements are prepared and placed

1.5 Applications are reviewed and a short list of applicants prepared for interview

1.6 Director or a delegated person interviews short listed candidates

1.7 An appointment and offer is made to successful candidate/s

1.8 Appointee is informed of probation periods and conditions of offer

2 New staff members undertake any required induction processes

3 For professional development a Professional Development plan is developed
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Appendix 22: Staff professional development 
recording template

Staff Name Outcomes of Professional 
Development

Types of Professional 
Development Activities 

Date
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Appendix 23: Trainer/assessor skills chart

This chart lists the various work or technical experience required by trainers and assessors. For your 
own courses you could substitute modules or units for competency units.

SKKNI Relevant Experience
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Appendix 24: Template for trainer and 
assessor skills and qualifications

Training and Assessment
Trainer Matrix

(Course or SKKNI name) 

Name Role Training 
Competencies

Training 
Experience

Vocational 
Competencies

Training Area (s)

xxxxxxxxxxxxxxx Trainer 
and 

assessor

List here any 
training or 
education 

quali cations 
required  

List here any 
training or 
assessment 
experience 

required 

List here any 
technical 

quali cations 
and experience 

required 

List here the 
areas in which 
the person will 

train and/or 
assess

You should use one of these for each course or SKKNI.  This chart can be used to show the 
quali cations and experience required to be a trainer or assessor in the courses your centre trains in.
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Appendix 25: Equipment and facilities list

Unit /Module Name 
and Code or SKKNI 

Equipment Needs Training and 
Assessment resources 

Staff Skills 
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Appendix 26: Training session plan 1 

Learning Outcome 

………………………………………………………………………………………………………………………………………………………….....................

………………………………………………………………………………………………………………………………………………………….....................

………………………………………………………………………………………………………………………………………………………….....................

Session Outcome 1 

………………………………………………………………………………………………………………………………………………………….....................

………………………………………………………………………………………………………………………………………………………….....................

………………………………………………………………………………………………………………………………………………………….....................

Content Learning activities Learning resources Assessment

What skill and 
knowledge will 

be transferred by 
the facilitator?

What will the 
facilitator do to 

transfer this skill and 
knowledge? 

What materials will the 
facilitator use to assist in 
the transfer of skill and 

knowledge? 

What will participants 
do to show that the skill 
and knowledge has been 

transferred? 
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Appendix 27: Training session plan 2 

Trainer/Assessor: [Fill in your name and details here]

Objectives and outcomes

At the end of this session the learner will be able to:

Time            Topic Main points/ Activity

Break
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Appendix 28: Training and assessment 
methods chart

The charts below show how each unit of competency/learning module will be delivered and 
assessed.

Training strategy 

Insert SKK/SKKNI/training module  name and adjust headings as appropriate 

SKKNI/Curriculum 
Module Title 

Work 
Book

Field 
Experience

Classroom 
Training 

Role Plays and 
Simulations

Research 

assessment strategy

Insert SKK/SKKNI/training module  name and adjust headings as appropriate 

SKKNI/Curriculum 
Module Title

Tests Question 
and Answer

Direct 
Observation

Projects Role Play and 
Simulation
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Appendix 29: Assessment record and student 
feedback template

Assessment summary and feedback form 

Candidate information

Name:

Assessor’s name:

Assessor’s signature:

Assessment date:

SKKNI/Module title:

Assessment application: Describe in point form the assessment method/s used

Assessment decision

□    Competent – Ready for summative assessment □    Not yet competent

Is re-assessment necessary? □    YES □    NO

Further evidence required

Feedback and future action

Gaps in performance:

Strategies for further 
improvements:

Assessor signature: Candidate signature:
Candidate signature con rms understanding and 
agreement with the feedback
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Appendix 30: Assessment validation policy

The purpose is to ensure that the training provider reviews and evaluates assessments against the 
competency standards/learning outcomes at least on an annual basis. 

Procedure

1 At least once a year a meeting should be held with staff and any industry or community 
stakeholders, including industry, to review the assessment process. 

2 An assessment report, prepared by staff and/or the Director is presented to the review meeting 
providing information on matters such as:

2.1 Results of student evaluation surveys across a range of assessors

2.2 Alternative assessment tools

2.3 Recommendation for assessment policy/process changes

2.4 Any corrective actions required

3 The review meeting determines any required improvements to improve the quality and 
consistency of assessment

4 Decisions of the review meeting are implemented

5 The Director is provided with a copy of the assessment review report which is also retained on 
 le 
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Appendix 31: Oral or written assessment 
checklist

<<SKKNI/Module Name>>

Questions assessed (please select) – Orally  -  Written    

Candidate Name:

Assessor Name:

Workplace or Training Centre:

Conditions:
(e.g. On or off the job) Date:

Questions Satisfactory response

Yes No

Q1

Q2

Q3

Q4

Q5

Q6

Q7

Q8

Q9

Q10

Q11

Q12

Assessor/of ce use only:

The candidate’s underpinning knowledge was:
Competent    Not Yet Competent 

Signed by the assessor:……………………….……………….…………                   Date: ………………………

Signed by the Candidate:………………………………………………….                Date:………………………..

Feedback to candidate:

Acceptable answers are:
Q1
Q2
Q3
Q4
Q5
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Appendix 32: Practical skills demonstration 
(observation) assessment checklist

Observation record
Candidate name:

Assessor name:

SKKNI/Module:

Workplace (if relevant):

Date of assessment:

Brief description of task:

Did the candidate perform the following skills: Yes No Comments

 

 

 

 

 

The candidate’s performance was: Competent  Not Yet Competent 

Feedback to candidate

This signature con rms candidate agreement that the above record is a true re ection of the task 
performed. 

Candidate signature: Date:

This signature con rms that the candidate has demonstrated competence in the practical 
performance and theoretical understanding of the observed task.

Assessor signature: Date:
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Appendix 33: Development and 
implementation of assessment strategies 
policy

The purpose is to ensure that _________________________ (training provider’s name)  implements 
appropriate assessment strategies and assessment tools to meet the requirements of learners, 
stakeholders and the courses being offered. 

Procedure

1 appropriate staff are asked to prepare assessment materials for a course/courses 

2 where necessary, meetings are held with relevant external stakeholders to validate the 
assessment materials

3 minutes of meetings are recorded and retained 

4 the development of assessment materials should take into account:

4.1 the sequencing of SKKNI/modules and learning outcomes

4.2 student needs

4.3 validating that the materials meet the outcomes of the course/s

4.4 language, literacy and numeracy requirements

4.5 workplace scheduling needs where workplace assessment is included

4.6 assessment materials are piloted and reviewed to ensure that they meet the requirements of 
the course/s 

5 assessment methods may include:

5.1 direct observation

5.2 oral and/or written questions

5.3 work samples

5.4 documentary evidence (previous courses, professional development)

5.5 projects

5.6 group tasks

5.7 written and/or oral tests

5.8 participation in role plays

5.9 participation in simulated activities 

6 assessment tools to assist in evidence gathering may include:

6.1 observation checklists

6.2 underpinning knowledge checklists

6.3 sample questions

6.4 self assessment instrument

6.5 third party evidence checklist

6.6 training record or log book

6.7 work sample models

6.8 evidence gathering templates 

7 upon completion of assessment an evaluation instrument is administered to obtain feedback  
from students  about the assessment materials 
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Appendix 34: Record of student results

SKKNI/Module(s):

Candidate name:

Learning outcomes Summary of assessment evidence provided

Assessor comments:

 □ Module achieved

 □ Module not yet achieved

Candidate signature:  Date: 

Assessor signature:  Date:
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Appendix 35: Record of certificates/
qualifications issued

This record keeping form can be used to keep a record of certi cates given to graduates. It is also 
useful if replacement certi cates are ever required.
 

Certi cate no Candidate Name Company/Organisation 
name (where sponsored 

participant)  

Quali cation/
Course/SKKNI  

Date Date 
Certi cate 

given 



121

Appendices

Appendix 36: Chart of training program 
relationship to SKKNI 

Unit Name Module Name

Write the name of the SKKNI in this column Write the same of the module or modules of 
training that cover this unit here.

It is possible that a training module will not cover 
the whole unit so where that is the case list all the 
modules that cover this unit 

If a training module covers more than one unit 
place the name of that module against the other 
unit/s as well. 
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