ETITO securing modular and
full course training provision for
financial advisers

10 November 2009

ETITO, in conjunction with the New Zealand Qualifications Authority [NZQA], has lifted
the moratorium on the accreditation of training providers interested in delivering training
in the financial services industry.

This follows NZQA approval of changes made to the ETITO quality assurance system
for financial services unit standards, required by the Securities Commission. The new
statement of ETITO’s quality assurance requirements is published on the NZQA
website and available below.

With the lifting of the moratorium, ETITO is now actively encouraging universities,
polytechnics and private training providers to contact ETITO if they are interested in
contributing to a nationwide network of modular and full course training provision for
thousands of financial advisers that may require training prior to December 2010 when
the Financial Advisers Act comes into effect.

For general information on accreditation please refer to our Accreditation Information
FAQs below.

If you are interested in becoming an accredited training provider in financial services,
please contact:

Kevin Webby
DDI: 09 525 2590
Email: kevinw@etito.co.nz





ACCREDITATION
INFORMATION and FAQs






QUALITY ASSURANCE and ACCREDITATION

Accreditation is part of our Quality Assurance [QA] system, which is made up of

= Industry developed standards and qualifications
= Accreditation processes
= Assessor registration criteria
= Moderation processes including
- The pre-moderation of assessment tools and

- Internal and external post-moderation of assessments

Assuring quality for ETITO is important because we are

= accountable to our industries, trainees and funding bodies

» needing to ensure that we meet our obligations under the Industry Training Act 1992, and the
requirements of New Zealand Qualifications Authority’s [NZQA] QA Standard for ITO’s

Quality Assurance is about designing and implementing effective systems and processes that will produce the
desired results. [t also involves gathering evidence that requirements are effectively met.

WHAT IS ACCREDITATION?

It is an assessment & review process, which aims to ensure that training providers who want to deliver and
assess against NQF unit standards and award National Qualification Framework [NQF] qualifications have the
right resources [people, equipment, facilities and systems] to do it effectively, and comply with NZQA'’s system
requirements.

Note - a training provider must be registered and accredited before they can award NQF unit standard credits.

IS THERE A DIFFERENCE BETWEEN REGISTRATION AND
ACCREDITATION?

Yes.

Registration is required as a first step towards accreditation and involves NZQA checking that a provider is
capable of managing a quality education enterprise and providing training in a safe learning environment.

Note - Schools, polytechnics, universities, colleges of education and wananga do not need to be registered with
NZQA as they are set up by the government under their own legisiation.

Accreditation involves an evaluation of the ability of a training provider to deliver and assess specific unit
standards registered on the NQF.
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WHAT IS THE OVERALL ACCREDITATION PROCESS?

1. We expect that a new training provider will first gain registration with NZQA as a registered training provider.

2. The training provider then contacts NZQA or the ETITO regarding accreditation to deliver courses and
assess units in one of our industry sectors. If the provider approaches NZQA first, they are normally directed
by NZQA to first gain support from us. Relevant supporting information is available from the NZQA website
and we also provide links to the relevant information available from NZQA'’s website. We can also explain
the industry requirements as described in the ETITO AMAP [Accreditation and Moderation Action Plan]

3. The training provider develops their application, which includes a description of the scope of accreditation
they want, and forwards it to the ETITO for analysis. They will also need to supply relevant supporting
documentation, including a copy of their QMS [Quality Management System].

4. We receive the application and the supporting documentation and check it carefully to ensure that the
provider has the processes, procedures, people and facilities in place to meet our industry’s requirements.

5. We will advise the provider if further documentation is required.

6. If the scope of accreditation the provider wants warrants a visit, as defined in our AMAP, then we visit them
to have a much more detailed look. The visit normally involves the presence of the Quality Assurance
Manger of the ETITO along with an industry appointed subject matter expert. We may make
recommendations following the visit as to what may need to be done to ensure readiness for Accreditation.
If a visit is not required, we make a judgement based on the documentation alone.

7. Only when we are satisfied that the training provider is able to meet the industry requirements will we write a
letter of support for the applied scope of accreditation.

WHAT IS A “SCOPE” OF ACCREDITATION?

This refers to the type of units and domains the provider wants to deliver, and to what level. For example they
can apply for a:

= Single unit standard or group of unit standards, if that is all they are wishing to deliver and assess.
= Domain, [a specific area of education or training at unit standard level].

= Subfield [a specific area of education or training at qualification level].

WHO ACTUALLY ACCREDITS TRAINING PROVIDERS?

NZQA awards the accreditation. NZQA and its agents administer the process those agents include

Institute of Technology and Polytechnic Quality [ITPQ] is responsible for accreditation of Polytechnics
Association of Colleges of Education NZ [ACENZ] is responsible for the accreditation of Colleges of Education.
New Zealand Vice-Chancellors’ Committee [NZVCC] is responsible for university programmes.

However, NZQA is unlikely to award accreditation for PTE’s without an industry letter of support [from the
relevant ITOJ.
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IS AN INDIVIDUAL AWARDED ACCREDITATION?

No.
Accreditation is awarded to a registered training provider - not an individual from that provider.

CAN COMPANIES TRADE THEIR ACCREDIATION?

No
Once awarded, accreditation cannot be bought, sold or transferred, by a registered training provider.

POLYTECHNICS HAVE A NUMBER OF CAMPUSES - ARE THEY
ALL ACCREDITED?

Accreditation is site specific and can be awarded for a single site or a multi site e.g. where delivery will be at a
site other than the provider’s main site. Training providers that have more than one delivery site can gain
accreditation to deliver training at all their sites.

IS ACCREDITATION EVER REMOVED?

Possibly yes.
NZQA has removed accreditation scopes from training providers in the past.

However, they are somewhat reluctant to do this, looking instead to ensure that a training provider works hard
to improve the quality of their systems so they are able to achieve and maintain all NZQA and industry
requirements.

IS THERE A COST FOR ACCREDITATION?

Yes.
We charge fees for our services and these are set out in our initial information letter.

NZQA also charges for accreditation services as described on their website.

DOES ETITO HAVE ACCREDITATION?

Yes.

As our industry’s Standards Setting Body, we automatically have accreditation for our unit standards.
However, for unit standards contained in our qualifications that are not ours we must gain accreditation for
those unit standards before our workplace assessors can assess them and before we can register the credits
with NZQA.

WANT TO KNOW MORE ABOUT ACCREDITATION?

Contact me anytime, | am happy to answer any questions.
Lloyd Olivecrona

Quality Assurance Manager

ETITO

lloydo@etito.co.nz

DDI 09 583-1390
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ACCREDITATION AND MODERATION ACTION PLAN

for Electrotechnology, Telecommunications, Emergency Services, Offender
Management, Security, Financial Services, Insurance Services, and Contact

Centres

Contact

Quality Assurance Manager

(version 7)

ElectroTechnology Industry Training Organisation

PO Box 24469
Royal Oak
Auckland 1345

Telephone 09 525 2590

Fax 09 525 2591

Email QA@etito.co.nz
Website http://www.etito.co.nz

Engineering and Technology > Electrical Engineering

Domain

Standard IDs

Core Electrical

750, 1174, 1178, 1206, 2017, 2031,
5907, 5909, 5911, 5926, 5929, 5930,
5932, 6626, 10933-10940, 11564, 11565,
15843-15854, 15856, 15857, 15861,
15862, 15864, 16407, 16964, 16965,
18997, 18998, 19000, 20961, 21766,
22721-22725, 25070-25072

Electrical Appliance Servicing

1173, 1189, 1192, 6705, 16411, 18082,
18084-18089, 20591, 22763-22767

Electrical Equipment

23751-23754, 25337, 25338

Electrical Equipment in Hazardous Areas

17054-17056, 17058-17075

Electrical Installation and Maintenance

1204, 1205, 1710, 2013, 2016, 2020,
2021, 2030, 5922, 5924, 5925, 5931,
10782-10789, 15855, 15859,
15866-15871, 16408-16410, 16412,
16414, 16415, 19001-19008,
19010-19013, 20962, 25631, 25632,
25634-25637, 25639, 25641

Electrical Machines

1184, 1185, 2014, 5928, 15858, 15865,
16413, 16416, 18999, 19469-19471,
24890

Electrical Service Technicians

17798-17811, 18090, 18091

Electrical Standards and Statutes

1702, 15860, 19009, 19014, 25638,
25640

Electric Switchboards

14970-14982, 24608-24611
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Domain

Standard IDs

Electrotechnology

4993, 11553-11556, 11558, 11559,
11561, 11569, 11570, 11576, 11582,
14140, 16970-16975, 16979, 16980,
16991, 16992, 17495, 22734-22742,
25629, 25630, 25633

Engineering and Technology > Electronic Engineering

Domain

Standard IDs

Computer Engineering

11566, 11583, 16976, 16981, 16982,
16989, 22712, 22713, 22715-22719

Core Electronics

5934, 8195, 8211, 8216, 11572, 11573,
11580, 16968, 16969, 16993,
20430-20434, 20615, 20712-20720,
22726-22730, 24885

Electronic Installation and Maintenance

6061-6063, 6066, 8191, 8213, 8218,
20721-20726

Electronic Manufacturing

12573-12592, 20400-20405, 20524,
22732, 22733

Electronic Security

5880-5884, 5886, 5887, 5890-5893,
5896, 5897, 5901, 5904, 5906,
20592-20594

Electronics Technology

9221, 18239-18243, 19743-19747

Engineering and Technology > Electronics Technology

Domain

Standard IDs

Communications and Radar Electronics

14775, 14776

Computer Engineering

16977, 16978, 16983-16988, 16990

Consumer Electronics

6053-6057, 6064, 8189

Core Electronics

5935-5937, 6625, 8188, 8190,
8192-8194, 8196, 8197, 8199-8210,
8212, 8214, 8217, 9216-9220, 9222,
9223, 11571, 11579, 11581,
12593-12606, 16966, 16967

Electronic Office Automation

6058-6060, 6065, 8215
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Engineering and Technology > Industrial Measurement and Control

Domain

Standard IDs

Industrial Measurement and Control -
Maintenance

2631, 2633, 2635, 2637, 2639, 2640,
2642-2648, 2651, 2652, 2656, 2657,
2664, 2667, 4356, 4357, 9180,
19233-19237, 24884

Industrial Measurement and Control -
Theory

2630, 2632, 2634, 2636, 2638, 2641,
2649, 2650, 2653-2655, 2659-2663,
2665, 2666, 2668, 11562, 11563, 11574,
11575, 17036, 19238-19246,
22743-22745, 24886-24889,
25885-25888

Engineering and Technology > Telecommunications

Domain

Standard IDs

Communications Technology

11567, 11568, 11584-11586, 22720

Telecommunications - Management and
Operational Support

4949-4953, 4955-4963, 4966-4972,
4974, 4975, 4979, 4981, 4982,
4984-4987, 4989-4992

Telecommunications - Organisational
Operation and Control

4897-4899, 4901-4903, 4928,
4976-4978, 4980, 4994

Telecommunications - Provide Goods
and Services

4895, 4896, 4900, 4908, 4918-4926,
4935, 4945, 4954, 4964, 4965, 4973,
4983, 4988

Telecommunications - Service Delivery

4904-4906, 4910, 4916, 4917, 4927,
4932-4934, 4936-4944, 4946-4948,
7064, 7065, 17396, 17397, 17485-17494,
18705-18714, 20176, 20177, 20851,
20852, 24520, 24521, 25266-25268

Health > Emergency Services

Domain Standard IDs
6226, 6228-6230, 6232, 6234, 6235,
Ambulance 6517, 14474-14478, 24849, 24850,

24852-24870

Pre-Hospital Emergency Care

14470-14473, 25411, 25412
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Domain

Standard IDs

Prisoner Management

14619, 14623, 14628-14640,
14643-14648, 14861, 14862, 14864,
14865, 17157, 19306, 19307, 19669

Prison Safety and Security

14618, 14620-14622, 14624-14627,
14641, 14642, 14649, 14863, 17158,
25008

Law and Security > Security

Domain

Standard IDs

Non Specialist Security Functions

6533-6535, 8615

Security Management

15281-15284, 19751-19760, 20304,
25625-25628

Security Staff Services

6519, 6521-6526, 6528-6531, 8616,
15277-15280, 20595, 20596,
21105-21110, 21737-21739,
22429-22431, 25467, 25468

Service Sector > Contact Centres

Domain

Standard IDs

Contact Centre Management

16785, 17382, 19441-19443, 25305,
25306

Contact Centre Operations

16774-16784, 18510, 18511

Service Sector > Financial Services

Domain

Standard IDs

Financial Advice

24758, 24759, 24765, 24772-24774,
25642-25654

Financial Markets

24771

Financial Services - Administration

24760, 24775

Financial Services - Organisational Skills

24756, 24762

Financial Services - Professional Practice

24755, 24757, 24766

Financial Services - Relationship
Management

24763, 24767-24769
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ACCREDITATION INFORMATION (Al)
Introduction

The purpose of the Accreditation Information (Al) is to set out the nature of the
accreditation process and involvement of the standard setting body (SSB) in the
process, and to set out the SSB’s industry or sector-specific requirements for a
tertiary education organisation (TEO)* or school’s quality systems in relation to the
criteria for accreditation.

The ElectroTechnology Industry Training Organisation (ETITO) philosophy is based
on a positive approach to accreditation and a trusting relationship between tertiary
education organisations, schools and industry. This contributes strongly towards
robust leadership and guidance to provide consistent, excellent, innovative and
relevant training for our stakeholders to support the development and advancement
of our industries.

Applications for whole domains up to the required level are preferred rather than
applications for individual unit standards.

Standard Setting Body involvement in accreditation process
Levels 1 and 2 Evaluation of documentation by NZQA and industry
Levels 3 and 4 Evaluation of documentation and visit by NZQA and industry

Level 5 and above Evaluation of documentation and visit by NZQA, industry and
teaching professional in the same field from another provider.

Visit waiver condition

ETITO involvement in an accreditation visit may be waived where an accredited
organisation is seeking to extend an existing accreditation and has a record of
successful delivery and assessment.

Areas of shared responsibility

None.

Fees Schedule for SSB involvement in accreditation process

The fees schedule is applicable to all applications for accreditation received by NZQA

from 1 November 2004. However, the SSB may choose to charge lower fees for
their involvement in accreditation. Contact the SSB for further information.

! Tertiary education organisation (TEO) includes public and private tertiary education providers,
industry training organisations, government training organisations, and other providers.
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Additional fees can be charged by NZQA, the Institutes of Technology and
Polytechnics Quality (ITP Quality), and the Committee for University Academic
Programmes (CUAP) for involvement in accreditation. Contact the relevant quality
assurance body (QAB) for information.

General requirements for accreditation

These are the general requirements for accreditation of providers gazetted in 1993.
Applicants should consult their QAB (NZQA, ITP Quality, or CUAP) for details of the
requirements.

Criterion 1 Development and evaluation of teaching programmes

There is a system for developing coherent teaching programmes and for their
evaluation, which should include evaluation by learners/consumers.

Criterion 2 Financial, administrative and physical resources

Adequate and appropriate financial and administrative resources will be maintained
to enable all necessary activities to be carried out.

Adequate, appropriate and accessible physical resources will be available for
supporting students to meet the required standards.

Criterion 3 Staff selection, appraisal and development

A teaching staff with the necessary knowledge and skills will be maintained through
staff selection, appraisal, and development.

Criterion 4 Student entry

There is a system for establishing and clearly publicising student entry requirements
that include no unreasonable barriers.

Criterion 5 Student guidance and support systems
Students have adequate access to appropriate guidance and support systems.
Criterion 6 Off-site practical or work-based components

There are arrangements for ensuring that any off-site practical or work-based
components are fully integrated into the relevant programmes.

Criterion 7 Assessment
There is a system for ensuring that assessment is fair, valid, and consistent.
Criterion 8 Reporting

There is a system for providing students with fair and regular feedback on progress
and fair reporting on final achievements, with an associated appeals procedure.

There is a reliable system for archiving information on final student achievements.
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Industry or sector-specific requirements for accreditation

ETITO is responsible for unit standards in a range of industry sectors. These
industry sectors have developed a set of standard and specific accreditation
requirements that meet their needs. The ETITO industry sector standard
accreditation requirements are listed below and the specific accreditation
requirements are set out in the appendices attached to this AMAP. Applicant
organisations seeking accreditation must meet all requirements set out in the AMAP
and the applicable appendix.

Criterion 1 Development and evaluation of teaching programmes

The applicant organisation must have effective policies and procedures for linking
with industry for the ongoing development and evaluation of training programmes.

Criterion 2 Financial, administrative and physical resources

The applicant organisation must provide evidence that it either possesses or has
access to adequate resources for training and assessment where industry specific
equipment or facilities are required.

Criterion 3 Staff selection, appraisal and development

The applicant organisation must have policies and procedures to ensure that staff

engaged in the delivery of training and assessment in the industry sector subfields:

« hold the relevant national qualification/current unit standards at or preferably one
level above the level at which they are required to teach or possess current
equivalent knowledge and skills to assess against the unit standards for which
accreditation is being sought

e are encouraged to attain an adult education qualification or demonstrate
equivalent skills and knowledge

e hold unit standard 4098

« have the opportunity to keep up to date with legislative and technological
requirements, and best industry practice of the sector.

Criterion 6 Off-site practical or work-based components

The applicant organisation must have policies and procedures to ensure that off-site
practical or work-based activities are covered by the health and safety policies and
procedures of the host organisation, and meet the requirements of occupational
safety and health legislation.

Where students spend time with an employer for off-site practical or work-based
experience, training, assessment, or use of facilities, the applicant organisation must
have policies and procedures to ensure that responsibilities for assessment and
reporting of credits are clearly specified.

An applicant organisation using employer facilities must provide evidence of access
to the facilities in the form of a copy of the memorandum of understanding or other
written agreement with the employer.

Criterion 7 Assessment

Ref: 0003





Page 8 of 27

ETITO supports ‘best practice’ in assessment. The applicant organisation must have
policies and procedures in place to support an integrated method of assessment
based on an evidence collection model.

The applicant organisation must have a system in place that shows how they plan to
assess against the practical industry specific unit standards.

Other

ETITO industry sector-specific requirements for accreditation are set out in the
appendices:

Appendix 1 Electrotechnology Sector Accreditation Requirements (covering
Electrical Engineering, Electronic Engineering, Electronics
Technology, and Industrial Measurement and Control)

Appendix 1.1 Guidelines for Schools applying for the Electronics Technology

Domain
Appendix 2 Emergency Services Sector Accreditation Requirements
Appendix 3 Offender Management Sector Accreditation Requirements
Appendix 4 Security Sector Accreditation Requirements
Appendix 5 Contact Centres Sector Accreditation Requirements
Appendix 6 Financial Services and Insurance Services Sector Accreditation

Requirements.

Non-compliance with accreditation requirements

Where there is evidence of non-compliance with the requirements for accreditation
the QAB (NZQA, ITP Quality, or CUAP) will seek remedial action. In cases where
this action is ineffective and non-compliance continues, or in cases of repeated non-
compliance, the QAB will take action that can ultimately lead to the withdrawal of
accreditation.

Implementation

ETITO is able to provide sufficient trained participants to service the requirements of
accreditation processes.

MODERATION INFORMATION (M)

A centrally established and directed national external moderation system has been
set up by the ElectroTechnology Industry Training Organisation.

Introduction

The purpose of Moderation Information (MI) is to provide details on the national
external moderation system, developed by ETITO, to ensure that assessment
decisions of accredited TEOs and schools are consistent with the national standard.
All accredited TEOs and schools assessing against the standards in this
Accreditation and Moderation Action Plan (AMAP) must meet the requirements for
moderation outlined in this MI.

ETITO provides moderators with a moderation feedback form to submit feedback on
the unit standards they have moderated each year. This form is used to report
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anomalies discovered during moderation, or to recommend improvements to ETITO.
Feedback of a more general nature on the national external moderation system may
be sent to ETITO at: moderation@etito.co.nz.

Moderation System
Unit standards 25650-25653

In accordance with Criterion 7 of the industry or sector-specific requirements for
accreditation, assessment against capstone Financial Advice unit standards 25650-
25653 is carried out by ETITO using common assessment tasks (for further details
refer to Appendix 6).

As the standard setting body, ETITO appoints moderators from industry to externally
moderate the above standards to ensure that assessment decisions are consistent
with the national standard.

All other standards

All other standards in the scope of this AMAP are moderated through the national
external moderation system of ETITO, which is detailed below.

The moderation system provides an opportunity for ETITO industry-specific national
external moderators to assist accredited organisations whose assessment decisions
are not consistent with the national standard. The system operates on a planned
annual cycle, and is designed to ensure that materials submitted for post-assessment
moderation are processed and results reported back to the accredited organisation
within a three week timeframe.

Moderation principles

ETITO has a set of guiding principles that govern moderation. The moderation

system should:

e support assessment that is fair, valid, and consistent;

e support ‘best practice’ in assessment, which includes using an integrated method
of assessment, based around an evidence collection model;

e detect assessment variance from the national standard and keep the variance to
a minimum;

e suit the culture of the particular industry sector; and

e protect the integrity of the industry sector qualifications.

Key features of the moderation system

« An annual moderation schedule for each accredited organisation is
communicated to each organisation in February.

e Annual review by ETITO of the national external moderation system and its
effectiveness.

e Feedback and information sharing amongst all participants.

Accredited organisations wishing to improve their assessment process may request
a moderation visit from ETITO.

Responsibilities of Participants
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The ETITO Moderation Manager is responsible for the management of the
moderation system.

The ETITO National External Moderators are responsible for carrying out moderation
activities as directed by the Moderation Manager.

Accredited organisations are required to submit materials to ETITO by the specified
due date.

Moderation process

To facilitate the following years’ moderation activities, each accredited tertiary
education organisation will be sent an assessment forecast inquiry form at the end of
each calendar year. Accredited organisations must return the completed
assessment forecast form at the beginning of the following year. The accredited
organisation’s forecast information is used by ETITO to develop an annual
moderation schedule for the organisation. The forecast must state whether the
accredited organisation will use self-developed assessment material, or that
developed by ETITO. The annual moderation schedule, sent out in February, is
individually designed for each accredited organisation and outlines the specific unit
standards selected for moderation including any standards requiring pre-assessment
moderation. The annual moderation schedule will include details of the assessment
material required, the due date for submission of materials, and other relevant
information.

For those accredited organisations that are unable to provide an annual forecast by
the due date, ETITO will select unit standards for moderation according to the unit
standard results that were reported to NZQA during the previous quarter.

Criteria for the selection of unit standards for the annual moderation schedule:
e ‘high risk’ unit standards — see Appendix 7

e recommendations from Industry Advisory Groups

e recommendations from accredited organisations

o identified assessment problems.

The level of moderation required and the selection of unit standards depends on a
combination of:

« the total number of assessments being carried out by the accredited organisation;
« the number of unit standards being assessed against by the organisation;

« the moderation history of the organisation; and

e any other contributing quality assurance factors or requirements.

Typically the following assessment material is required for moderation:

e assessment schedule, assessment activities, and marking guide (pre- and post-
assessment moderation)

o samples of student evidence, including evidence used for Recognition of Prior
Learning (RPL) and Recognition of Current Competence (RCC) (post-assessment
moderation).
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For unit standards at Levels 1, 2, and 3 in the Electronics Technology domain,

NZQA'’s Secondary Assessment and Liaison business unit will liaise with schools,

and administer the involvement of accredited schools in ETITO’s national external

moderation system. Otherwise, the moderation process will be the same as for the

tertiary accredited organisations. The following are the characteristics of the

administration process used for secondary schools:

e post-assessment moderation

e submission dates April — September

o three week turnaround by the moderator

e use of a standard reporting format

e areport on the outcomes of ETITO’s moderation activity via an NZQA report to
the school principal.

Pre-assessment moderation

Self-developed assessment material must undergo internal pre-assessment
moderation by the accredited organisation prior to use. ETITO will advise accredited
organisations where self-developed assessment material is for standards that fall
under the Criteria for the selection of unit standards for the annual moderation
schedule listed above. Accredited organisations must submit such assessment
material to ETITO for pre-assessment moderation and approval prior to use. ETITO
reserves the right to charge $20 plus GST per credit to a maximum of $100 plus GST
for each assessment activity towards a unit standard, and where any self-developed
assessment material must be resubmitted for approval.

Post-assessment moderation

All accredited organisations are required to participate in post-assessment
moderation each year.

Accredited organisations in the Emergency Services, Contact Centres, Offender
Management, Security, ElectroTechnology and Telecommunications sectors send
their post-assessment moderation material to ETITO, who in turn send this material
on to the relevant external moderator. When the moderation process is concluded,
moderation materials are returned to the relevant accredited organisation with a
moderation report outlining results and recommending improvements, if required.

Accredited organisations in the Financial Services and Insurance Services sector
participate in on-site visits conducted by a national external moderator. If the number
of participating organisations is four or more then ETITO will facilitate peer
moderation workshops instead of on-site visits. The assessment material required
for peer moderation workshops is listed in the moderation process section above.
On-site visits focus on assessment of practical unit standards through observation of
assessment activity and discussion with the accredited organisation on
improvements to assessment practice. When the moderation process is concluded
each accredited organisation receives a moderation report outlining results and
recommending improvements, if required.
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Post-assessment moderation will focus on:

« the highest level at which assessment is occurring;

o newly registered unit standards and/or areas of accreditation; and
« high quantity of assessment occurring.

National External Moderators

A national external moderator, with preferably a minimum of five years of current
industry experience, is appointed for each industry sector by ETITO with approval
from the recognised industry advisory groups or consultation groups. ETITO national
external moderators must hold unit standard 11551, Moderate assessment. Several
national external moderators will be contracted in industry sectors with a large
number of candidates.

Following each moderation event the industry sector national external moderator will
produce moderation result reports for each moderated organisation and will forward
these reports to ETITO for distribution to the respective accredited organisation.

ETITO monitors the effectiveness of moderation through these reports and informs
the industry advisory groups.

ETITO will hold at least one annual meeting with all national external moderators to
review the moderation process, to ensure consistency between national moderators
where more than one is involved in a particular industry sector, and to provide
training and support for the moderators and people interested in undertaking these
roles.

National External Moderators activities may include:

e moderation reports

 Visits, arranged at the request of accredited organisations, to clarify moderation
decisions

e peer moderation.

Confidentiality

ETITO and the national external moderators ensure the security and confidentiality of
assessment material and candidate work received for moderation.

ETITO will return assessment materials back to the accredited organisation once
moderation activities have concluded. Any national external moderator breaching
confidentiality guidelines may have his or her contract cancelled.

Reporting

ETITO is responsible for evaluating the effectiveness of its national external
moderation system, and for providing an annual report to NZQA.

ETITO also provides an annual report on the outcome of national external
moderation activities to the ETITO Board and industry advisory groups.

Funding
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The moderation system is funded through the National Moderation Transfer from
NZQA, fees charged to accredited organisations and industry contributions.

ETITO reserves the right to charge a pre-assessment moderation fee of $20 plus
GST per credit to a maximum of $100 plus GST for each assessment activity towards
a unit standard, and where any self-developed assessment material must be
resubmitted for approval.

ETITO reserves the right to recover all costs incurred when a national external
moderator is required to provide clarification to an accredited organisation as a result
of non-compliance with moderation requirements (see Non-compliance with
moderation requirements). Time will be charged at $60 per hour plus GST, and
travel and accommodation expenditures at ‘actual and reasonable’ costs. ETITO will
charge the Inland Revenue standard mileage rate for using a company car or private
vehicle.

Non-compliance with moderation requirements

Non-compliance in meeting the requirements of this moderation system will result in
further action by ETITO. Ongoing unresolved non-compliance will be referred to the
appropriate QAB (NZQA, ITP Quality, or CUAP). Ultimately the QAB may withdraw
accreditation.

Where an accredited organisation does not meet moderation requirements, the
national external moderator will request ETITO to obtain further material and/or
information from the accredited organisation.

The national external moderator can, on request from an accredited organisation,
provide clarification on any issue of non-compliance. This may involve the moderator
visiting the accredited organisation or meeting their representative on ETITO
premises (see Funding).

ETITO will outline, in cooperation with the accredited organisation, an action plan in
cases where moderation uncovers inappropriate assessment methods and/or
materials. The action plan will specify the actions to be taken for the accredited
organisation to become compliant and the timeframe by which this must be achieved.
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Appeals

ETITO has in place an appeals process for situations where differences concerning
moderation decisions cannot be resolved in the first instance.

The ETITO procedure requires the accredited organisation to contact the Moderation
Manager within three weeks of their receipt of the initial moderation decision. The
Moderation Manager will review the moderation decision and work towards a
resolution. If the difference remains unresolved the organisation can request a
review of the moderation decision. The Moderation Manager will work with both the
accredited organisation and the national external moderator to facilitate a resolution.
In situations where no agreement is achieved the moderation panel will make the
final decision. It is expected that the resolution of an appeal, in the majority of cases,
will be reached within two months following the lodging of the appeal with the
Moderation Manager.

Moderation Panel

The moderation panel will consist of the Quality Assurance Manager and two
members appointed by the relevant Industry Advisory Group.

NQF Registration Information

Process Version Date
Registration 1 July 1995
Revision 2 April 2001
Revision 3 April 2002
Revision 4 March 2006
Revision 5 August 2007
Revision 6 July 2008
Review 7 October 2009

Unit standards in the Emergency Services subfield, were previously covered by
AMAP 0089. AMAP 0089 was withdrawn in March 2006, following the merger of
New Zealand Ambulance Education Council with ETITO.

The next AMAP review is planned to take place during 2011.
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Appendix 1
Electrotechnology Sector Accreditation Requirements

These are the specific accreditation requirements for the Electrical Engineering,
Electronic Engineering, Electronics Technology, and Industrial Measurement and
Control subfields.

Approval and Implementation

Applicants are welcome to contact ETITO for advice and development of their
accreditation application. Contact the:

Quality Assurance Manager
ETITO

PO Box 24469

Royal Oak

Auckland 1345

Telephone 09 525 2590
Fax 09 525 2591
Email OA@etito.co.nz

Regulatory Issues

The Electricity Act 1992 and the Electricity Regulations 1997 have a major impact on work
and training in the Electrotechnology industry.

There are legal restrictions on who may supervise on-job training and conduct
assessment. These restrictions impact on assessment against many of the electrical unit
standards, for example, all 'prescribed electrical work' must be supervised by a 'Supervisor
of Electrical Work', as defined in the Act.

To address regulatory issues, special conditions apply to assessment for some unit
standards in the subfields of Electrical Engineering, Electronics Technology, and Industrial
Measurement and Control. These conditions are summarised in Guidelines for
Competency-based Training and Assessment of Electricians available from ETITO, and
are referred to in the Special Notes section of the unit standards to which they apply.

Secondary Schools

ETITO strongly supports and encourages the introduction of training programmes in
secondary schools related to unit standards at Levels 1-3 in the Electronics Technology
domain.

Schools seeking accreditation to deliver Electrotechnology unit standards should refer to
appendix 1.1, Guidelines for Schools Applying for the Electronics Technology Domain.
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Appendix 1
Electrotechnology Sector Accreditation Requirements

Industry or sector-specific requirements for accreditation

The following Electrotechnology sector requirements are in addition to NZQA general and
ETITO industry-specific criteria for accreditation:

Criterion 3 Staff selection, appraisal and development

For some unit standards legislation requires that the assessor is a ‘Supervisor of Electrical
Work’ as defined in the Electricity Act 1992 (see the Guidelines referred to under
Regulatory Issues above). The applicant organisation must have policies and procedures
that will ensure that staff assessing against these unit standards meet this requirement.

Criterion 6 Off-site practical or work-based components

Equipment to be used for training must be of a type and standard that would allow a
student to learn how to maintain the current range of equipment used in the
Electrotechnology industry. The applicant organisation must have policies and procedures
that show how the currency of equipment will be maintained.

Criterion 7 Assessment
Assessment against some unit standards may require that the assessor is a ‘Supervisor of
Electrical Work’ as defined in the Electricity Act 1992 (see the Guidelines referred to under

Regulatory Issues above). The applicant organisation must show how they will meet this
requirement when assessing against these unit standards.
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Appendix 1.1
Guidelines for Schools Applying for the Electronics Technology
Domain

Schools are welcome to contact ETITO for more information, advice and development of
their accreditation application. Contact:

Bright Sparks Manager
ETITO

PO Box 24469

Royal Oak

Auckland 1345

Telephone 09 525 2590
Fax 09 525 2591
Email info@etito.co.nz

Purpose

These guidelines have been developed to assist secondary schools with their accreditation
applications to deliver and assess against ETITO unit standards contained within the
National Certificate in Electronics Technology (Level 2) [Ref: 0240] and the National
Certificate in Electronics Technology (Level 3) [Ref: 1005]. Accreditation is specific to the
accredited organisation, not a staff member. Accreditation is not transferable between
schools.

Physical

Teaching space:

o Adequate and suitable power supply, ventilation, and storage facilities.

e Adequate space for practical activity (refer to Section 4 of Ministry of Education, Safety
and Technology Education: A Guidance Manual for New Zealand Schools (New
Zealand: Learning Media, 1998), ISBN 0 478 2297 4, available from Learning Media at
http://www.learningmedia.co.nz).

« Handling and disposal arrangements for hazardous materials, e.g. etching chemicals
(refer to the Ministry of Education, Health and Safety in Schools, Sections 1 and 2:
Guidelines to the Health and Safety in Employment Act, Section 3: The Health and
Safety Code of Practice for State and State Integrated Schools, (New Zealand: Ministry
of Education, 2007) available from http://www.minedu.govt.nz under Schools/Property
Management/Integrated Schools/Health and Safety).

e Water supply and sink availability.

o First aid and evacuation procedures.

Assessment and Teaching Resources

e Current version of the NCET Guidance Manual, which contains details of processes,
gualification application forms, and a scheme for programmes of training and
assessment that lead to the award of the National Certificate in Electronics Technology
(Level 2) [Ref: 0240] and the National Certificate in Electronics Technology (Level 3)
[Ref: 1005].

o Current version of the ETITO National Certificate in Electronics Technology Level 2
and Level 3 assessment guide, available from ETITO.

o All requirements as contained in the Ministry of Education, Safety and Technology
Education: A Guidance Manual for New Zealand Schools (New Zealand: Learning
Media, 1998) must be adhered to.

e Schools are encouraged to use ETITO pre-moderated assessment material and can
contact ETITO for more information about the purchase of these resources.
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Appendix 1.1
Guidelines for Schools Applying for the Electronics Technology
Domain

Supporting textbooks, articles, CDs, and software.

Staff involved in teaching and assessing against the Electronics Technology domain
unit standards should have teaching and industry experience, eg bachelor degree in an
industry related subject and 5 years of experience in teaching science, graphics, or
ICT.

The school must provide opportunities for teachers to keep up to date with the
technological requirements and best industry practice in Electronics Technology and
current legislative requirements, eg attending ETITO teacher training courses and
conferences.

Please use the following guidelines when applying for accreditation in the
Electronics Technology domain

On receipt of your request to ETITO for support for your application to NZQA to extend
your school’s accreditation to deliver and assess against Electronics Technology domain
unit standards, you will be sent exemplars for:

covering letter to the New Zealand Qualifications Authority (NZQA)
generic Accreditation Application Form.

On receipt of the exemplars:

1

Rewrite the covering letter exemplar to reflect your school’s situation. The letter
should be sent back to ETITO for evaluation. When approved, it will be returned to
the school to include with the application to NZQA.

Rewrite the accreditation application exemplar to reflect the school’s resources and
intentions for the Electronics Technology domain. The rewritten application should
initially be sent to ETITO for checking and approval before being sent on to NZQA.
Note that the accreditation application up to Level 3 would include Levels 1 and 2.

ETITO will evaluate the school’s accreditation application and recommend changes
and additions as necessary. If a school site visit by ETITO is requested a suitable
date will be negotiated.

When all requirements have been met, ETITO will prepare a letter of support which
must be included in the school’s accreditation application to NZQA.

The school applying for accreditation must compile an accreditation application and
send it to NZQA. The accreditation application must include:

e cover letter

e ‘Application for Accreditation’ form

e ETITO letter of support

o all supporting documents including the school’'s Quality Management System.

All documentation must comply with the general and industry-specific accreditation criteria

1 to 8. NZQA will process the accreditation application and contact the school.
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Appendix 1.1

Guidelines for Schools Applying for the Electronics Technology
Domain

Please Note:

A current version of the ETITO National Certificate in Electronics Technology Level 2 and
Level 3 assessment guide, containing pre-moderated assessment activities, can be
purchased from ETITO for $150 plus GST each. The guides contain assessments for unit
standards 18239-18243 (the compulsory section of the National Certificate in Electronics
Technology (Level 2) [Ref: 0240]) and unit standards 9221 and 19743-19747 (the
compulsory section of the National Certificate in Electronics Technology (Level 3)

[Ref: 1005]).

ETITO has a full programme for teacher professional development in Electronics
Technology. Details of the programme for each year will be posted in the NZ Education
Gazette (generally early February) and on our website http://www.brightsparks.org.nz.

ETITO supports teachers of electronics through Bright Sparks. There is also an extensive
teacher email network that teachers can join and receive updates and advice from other
teachers around NZ.

Note:

Results for your students are reported to NZQA through your school NZQA Principal’s
Nominee.
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Appendix 2
Emergency Services Sector Accreditation Requirements

These are the specific accreditation requirements for the Emergency Services
subfield.

Approval and Implementation

Applicants are welcome to contact ETITO for advice and development of their
accreditation application. Contact the:

Quality Assurance Manager
ETITO

PO Box 24469

Royal Oak

Auckland 1345

Telephone 09 525 2590
Fax 09 525 2591
Email OA@etito.co.nz

Industry or sector-specific requirements for accreditation

The following ambulance industry requirements are in addition to NZQA general and
ETITO industry-specific criteria for accreditation:

Criterion 1 Development and evaluation of teaching programmes

For the Ambulance domain:

The applicant organisation must have policies and procedures for linking with the
ambulance services for the development and evaluation of training programmes,
particularly in relation to opportunities for practical on-job training and assessment.

For the Pre-Hospital Emergency Care domain:

The applicant organisation must have policies and procedures for links during
development and evaluation of training programmes (particularly in relation to
opportunities for practical on-job training and assessment) either with organisations whose
members routinely carry out pre-hospital emergency care in the course of their duties, or
with ambulance services. Examples of other organisations include the New Zealand Fire
Service, the New Zealand Ski Instructors Alliance, and Surf Life Saving New Zealand.

Criterion 3 Staff selection, appraisal and development
The applicant organisation must have policies and procedures to ensure that staff
development encompasses annual updating of practical experience in pre-hospital

emergency care work. A minimum duration of three weeks or 120 hours per annum is
recommended.
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Appendix 2
Emergency Services Sector Accreditation Requirements

For the Ambulance domain:

Assessing staff must have significant operational experience working in the field as
ambulance officers or have worked in a related area such as a hospital emergency
department. Significant experience is seen as having spent at least 12 months working at
a minimum of Intermediate Care officer level (or equivalent). Assessing staff must have
completed an ambulance qualification at or above the level at which they are required to
assess.

For the Pre-Hospital Emergency Care domain:

The applicant organisation must have policies and procedures to ensure that teaching and
assessing staff hold the relevant unit standards to the area they are teaching/assessing or
have equivalent skills and knowledge. Teaching and assessing staff must have at least
twelve months practical experience working in the field as emergency care providers or
working in a related area such as a hospital emergency department.

Criterion 6 Off-site practical or work-based components
For the Ambulance domain:

The applicant organisation must have defined and documented arrangements (eg a
memorandum of understanding) with:

1 Ambulance services to ensure that students have access to practical experience in
an operational ambulance situation as required in the special notes of the unit
standards, which will include details of any fees payable to the provider of that
service by the applicant organisation.

2 Clinical education organisations in the public and/or private sector allowing student
access where clinical training and/or assessment is required, particularly at the
level of the National Diploma in Ambulance (Paramedic) (Level 6) [Ref: 0207].

For the Pre-Hospital Emergency Care domain:

The applicant organisation must have defined and documented arrangements (e.g. a
memorandum of understanding) with relevant organisations or ambulance services to
ensure continual practical experience/assessment throughout training where this is a
requirement. These arrangements will include details of any fees payable to the provider
of that service by the applicant organisation. Where students spend time with a relevant
organisation or ambulance service for on-job experience, the applicant organisation must
have policies and procedures to ensure that responsibilities for assessment and reporting
of credits are clearly specified.

Any unit standards that require assessments to be carried out in a non-controlled
environment must be considered under the arrangements for off-site practical work.
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Appendix 3
Offender Management Sector Accreditation Requirements

These are the specific accreditation requirements for the Offender Management
subfield.

Approval and Implementation

Applicants are welcome to contact ETITO for advice and development of their
accreditation application. Contact the:

Quality Assurance Manager
ETITO

PO Box 24469

Royal Oak

Auckland 1345

Telephone 09 525 2590
Fax 09 525 2591
Email QA@etito.co.nz

Industry or sector-specific requirements for accreditation

ETITO will consult an offender management industry representative during the
accreditation process.

The following offender management industry requirements are in addition to NZQA
general and ETITO industry-specific criteria for accreditation:

Criterion 3 Staff selection, appraisal and development

The applicant organisation must have policies and procedures to ensure that assessors
hold the Offender Management qualification at least at the level of the unit standards that
they are required to assess against.

The applicant organisation must have policies and procedures to ensure that assessors
work in a prison environment for a minimum duration of 30 days per annum.

Criterion 6  Off-site practical or work-based components

The applicant organisation must have policies and procedures to ensure that only off-site
providers and/or workplaces, who meet the requirements of the relevant parts of the
Prison Services policies and procedures in the Policy and Procedures Manual (PPM)
available from http://www.corrections.govt.nz, under the heading Policy and Legislation,
are used.

The applicant organisation must have defined and documented arrangements (eg a
memorandum of understanding) with Prison Services to ensure that students have access
to practical experience in an operational prison situation.
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Appendix 4
Security Sector Accreditation Requirements

These are the specific accreditation requirements for the Security subfield.
Approval and Implementation

Applicants are welcome to contact ETITO for advice and development of their accreditation
application. Contact the:

Quality Assurance Manager
ETITO

PO Box 24469

Royal Oak

Auckland 1345

Telephone 09 525 2590
Fax 09 525 2591
Email OA@etito.co.nz

Industry or sector-specific requirements for accreditation

The following security industry requirements are in addition to NZQA general and ETITO
industry-specific criteria for accreditation:

Criterion 1 Development and evaluation of teaching programmes

The applicant organisation must have policies and procedures for establishing and
maintaining links with industry at corporate, local company, and advisory group level to
ensure industry involvement in the continuous development and evaluation of training and
assessment programmes.

Criterion 2 Financial, administrative and physical resources

The applicant organisation must have policies and procedures that show how currency of
equipment will be maintained. Equipment to be used for training must be of a type and
standard that would allow a student to learn how to operate the current range of equipment
used in the security industry.

Criterion 3 Staff selection, appraisal and development

The applicant organisation must have policies and procedures to ensure that assessors
hold the Security qualification at least at the level of the unit standards that they are
required to assess against.

Criterion 6 Off-site practical or work-based components

The applicant organisation must have policies and procedures to ensure that the off-site

provider or workplace offers appropriate opportunities for training and assessment to take
place.
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Appendix 5
Contact Centres Sector Accreditation Requirements

These are the specific accreditation requirements for the Contact Centres subfield.
Approval and Implementation

Applicants are welcome to contact ETITO for advice and development of their accreditation
application. Contact the:

Quality Assurance Manager
ETITO

PO Box 24469

Royal Oak

Auckland 1345

Telephone 09 525 2590
Fax 09 525 2591
Email OA@etito.co.nz

Industry or sector-specific requirements for accreditation

The following contact centre industry requirements are in addition to NZQA general and
ETITO industry-specific criteria for accreditation:

Criterion 2 Financial, administrative and physical resources

For the purposes of assessing against the on-job unit standards the contact centre
environment and system of the applicant organisation must meet the following
requirements:

e The contact centre must be ‘live’ — involving transactions with external customers over at
least 10 days within a two week period.
« The contact centre must:
- include a database to record transactions
- include fully functional workstations
- include an Automatic Call Distributor (ACD)
- involve dealing with a customer until completion of the enquiry
- be part of the company’s regular customer service delivery
- have available product information
- have access to company policy and/or client information and/or legislation.
e The minimum industry requirement for student practical experience in such a contact
centre is 20 days full time, of which at least 10 days is within a two week period.

Criterion 6  Off-site practical or work-based components

The applicant organisation must have policies and procedures in place that shows how it
will manage the practical experience requirement of the contact centre specific unit
standards, ie that the student has sufficient workplace experience in a real contact centre
prior to assessment. This requirement is a minimum of 20 days, of which at least 10 days
are within a two week period.

The applicant organisation must have policies and procedures in place that formalise
arrangements made with off-site suppliers of workplace experience to ensure continuity of
supply as well as defining responsibilities for supervision, assessment, and reporting of
credits.
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Appendix 6
Financial Services and Insurance Services Sector Accreditation
Requirements

These are the specific accreditation requirements for the Financial Services and
Insurance Services subfield.

Approval and Implementation

Applicants are welcome to contact ETITO for advice and development of their accreditation
application. Contact the:

Quality Assurance Manager
ETITO

PO Box 24469

Royal Oak

Auckland 1345

Telephone 09 525 2590
Fax 09 525 2591
Email OA@etito.co.nz

Industry or sector-specific requirements for accreditation

The following financial services and insurance services industry requirements are in
addition to NZQA general and ETITO industry-specific criteria for accreditation:

Criterion 7 Assessment

ETITO has common assessment tasks for assessment against capstone financial advice
unit standards 25650-25653 inclusive and will be responsible for processing and reporting
assessment results to NZQA. The applicant organisation must have policies and
procedures to ensure that all summative assessment against these unit standards is carried
out by ETITO.

In its role as regulator of financial advisers, the Securities Commission is required by
Section 54 of the Financial Advisers Act 2008 to take the steps necessary to satisfy itself
that every applicant for authorisation as a financial adviser meets the requisite level of
competence specified in the Code of Professional Conduct. To this end, the Commission
has emphasised the importance of having in place a universally consistent and reliable
assessment system for the core elements of adviser competence, and has required the
designation of unit standards for capstone assessment by ETITO. Therefore, for the
purposes of authorisation of a financial adviser under the Financial Advisers Act 2008, the
Securities Commission will only recognise assessment that has been conducted by ETITO
through its centrally-administered assessment system, for the capstone unit standards.
This key control underpins the integrity of financial adviser competence assessment
arrangements.

Criterion 8  Reporting
The applicant organisation must have policies and procedures to ensure that ETITO will be

the organisation responsible for reporting the results of assessment against unit standards
25650-25653 inclusive to NZQA.
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Appendix 7
‘High risk’ unit standards

The unit standards below have been identified as ‘high risk’, as they need special care
during delivery, study, and assessment to ensure the safety of personnel and equipment.

Engineering and Technology > Electrical Engineering

Domain Standard IDs

Core Electrical 1178, 5907, 15844, 15848, 16407

1173, 1189, 1192, 6705, 16411, 18082,
20591, 22763, 22764

Electrical Equipment in Hazardous Areas | 17054-17056, 17058

2016, 2021, 5922, 5931, 10782-10786,
Electrical Installation and Maintenance 10788, 10789, 15866-15870, 16410,
16412, 16414, 16415

Electrical Machines 1184, 2014, 5928, 16413

Electrical Appliance Servicing

Engineering and Technology > Electronic Engineering

Domain Standard Ids

Core Electronics 5934

Electronic Installation and Maintenance 6061-6063, 8218, 20722

Electronic Manufacturing 12575, 12586, 12588

Electronic Security 5892, 5893, 5904, 20594

Engineering and Technology > Industrial Measurement and Control

Domain Standard Ids
Industrial Measurement and Control -
) 2635
Maintenance
Health > Emergency Services
Domain Standard Ids

6226, 6228, 6229, 6232, 6234, 6235,
6517, 14476-14478

Pre-Hospital Emergency Care 14472, 14473, 25412

Ambulance

Law and Security > Offender Management

Domain Standard IDs

14619, 14623, 14628-14631, 14633,
14638, 14639, 14864

Prisoner Management
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Appendix 7
‘High risk’ unit standards

Domain Standard IDs
Srison Safetv and Securit 14618, 14620, 14622, 14624, 14626
y y 14627, 14642, 14649, 17158

Law and Security > Security

Domain Standard Ids

Non Specialist Security Functions 6534, 6535, 8615

Security Management 19756, 19757

Security Staff Services 6522, 6523, 6529-6531, 15279, 15280,
21737-21739, 22429
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