
 
 
 

         ETDPSETA ACCREDITATION  

   PROCESS FLOW CHART 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

1. Applicant makes initial contact 
2. Applicant receives Information Brochure 

and application form for Phase A 

3. Applicant submits application form for 
Phase A

1. Applicant compiles portfolio of evidence 
2. Portfolio of evidence received by ETDP SETA 
3. ETDP allocates application to Evaluator 
4. Evaluator conducts desk study of submitted 

evidence against set criteria 
5. Evaluator informs ETDP of decision whether or 

not to conduct on-site audit 
6. ETDP notifies applicant of decision 

7. The Accreditation and Audit Team prepare for on-
site audit activities and assign audit work  

8. Audit team prepare audit work documents 

9. ETDP confirms arrangements with applicant 

10. Audit team collects and verifies information 
11. Audit team identifies audit findings in a given 

report format 
12. Audit team leader manages communication with 

applicant during audit 
13. On-site closing meeting conducted where un-

ratified findings given 

14. Accreditation Coordinator prepares and submits 
report to ETDQA Assistant Manager for 
moderation 

15. The ETDQA Manager submits the recommendation to the PC 
Committee for approval 

16. The final decision is communicated to the CEO and is endorsed 
by the CEO 

17. The applicants are informed of the decision, and if 
necessary further support is given for re-
submission 

Initiating the 
accreditation 

system 

Document review 

Preparation for on-
site audit activities

On-site audit 
activities 

Reporting on the 
audit 

PROCEDURE PROCESS PHASE

A: Intent to be ETDP 
SETA Accredited 

B: Application to be 
ETDP SETA 
accredited

C: Site Visit 



 

 

 
 
After becoming an accredited provider the following ETQA processes will 
affect you as a provider: 
 
 
 

Accreditation 
awarded for either: 
Provisional or 
Full accreditation 
 

Full Accreditation: For 5 years 
On the 58th month o f this period 
the provider must submit a 
motivation for retention. 
Monitoring will be done 
throughout 
An audit decision will be taken to 
either re-accredit or not 

Accreditation 
conditions & scope 
communicated by a 
report and an 
accreditation letter  

Re-submit before the next 
PC Sitting 

Certificate of 
accreditation is 

issued 

Compliance result 

Provisional accreditation for 
Emerging provider: 
To be monitored for 1 year 
and in the 10th month, a 
submission for full 
accreditation needs to be 
submitted to the ETDQA 
Provisional Accreditation 
for 21 days- gaps need to 
be closed for further 
endorsement 

Gaps need to improved on for 
compliance. 

Support is given from the 
ETDQA unit 

Audit result and 
decision 

Non-compliance result 



 
 

  Registration of assessors/moderators flowchart 
                                

 Step 1 : The registration of assessors/moderators 
 

Provider submits details of learner achievement of 
relevant assessor/moderator qualification to ETDP 

SETA 

ETDP (QALA) verifies a percentage of providers 
assessment/moderation decisions and endorses this 

decisions 

The provider provides the assessor with a statement 
of results to be competent as an assessor/moderator 

ETDQA confirms competence and submits details to 
SAQA to load onto the NLRD 



Step 2: Assessor and moderator registration 
 

 
 
 
 
 
 
            
 
                                                                                                                  
 
                                                                                    
 
 

 
        ETDP SETA                                                                                 Other SETA   
(In ETDP SETA Scope)                                                                  (Non- Educational)                 
 
 
       
 

 
 
 
                                                                        
                                                                     
 
 
 
 
 
 
 
 
 
      
 
 
                                
 

1. Request an application form for assessor/moderator 
registration, from the ETDQA Assessor/Moderator  
Registration Coordinator 

2.  Registration of assessors/moderators 

Assessor /moderator applies for 
registration with ETDP SETA:

Assessor applies registration with 
another SETA 

3. Annual review of assessor and moderator registration 
Every 3 years re-application for registration should be done to coincide 

with the life-term of the qualifications to be assessed/moderated 

Applicant is screened by ETDQA for relevant 
assessor/moderator standard as well as the 
relevant qualification/s or subject matter 
expertise competent to assess/moderate that falls 
under the ETDP SETA scope of focus 

Applicant is issued with notification for 
registration with a registration number after 
successful registration 

Assessor/moderator submits application to 
the relevant SETA for registration but must 
have a generic assessor/moderator 
qualification endorsed by the ETDP SETA 

The relevant SETA then verifies with the 
ETDP ETDQA or the NLRD is competent as 
an assessor/moderator 

Each SETA has its’ own criteria for 
screening applications Registration is recorded on the NLRD, and on 

the ETDQA database 



Issuing of Certificates Flowchart 1 

 
                                            
 
 
 
 
 

The Certificate officer generates a list of learners. 
The training provider verifier the learner’s detail and makes the appropriate amends 

on the MIS 

The Validation coordinator verifiers 10% of all certificates 

 
Certificates are couriered to the Training provider 

 

Signatures and holograms are affixed 

 
Holograms are captured on a stock control sheet 

Issuing of Learner’s certificates 

After the qualification is endorsed, the training provider is now allowed to request a 
certificate- MIS informs of training providers who requests certificates 

 
Certificates are printed and logged on the MIS 



 
 

   Issuing of Certificates Flowchart 2 

 

Certificates are printed 

Signatures and holograms are affixed 
 

 
Holograms are captured on a stock control sheet, Hologram numbers are manually 

captured on a spread sheet 
 

 
Certificates are couriered to the Training provider 

 

 
The Validation coordinator verifiers 10% of all certificates 

 

 
The list is given to the Validation Coordinator who then gives it to the Certification 

Officer 

A list of accredited providers is generated by the accreditation administrator after the 
PC Committee sitting 

 

Issuing of accreditation certificates 



Programme evaluation leads to training against and awarding standards and 
qualifications which fall within a specific ETQA primary focus. Learning programmes 

which meet specific criteria will be declared fit for purpose and approved. 
 



ETDP-SETA accredited providers Other ETDQA’s 

Provider makes a request for the 
extension of scope 

Other ETDQA’s makes a formal request 

Programme Evaluation Application form 
is sent to the provider together with the 

learning programme 

Programme Evaluation Application form is 
sent to the provider together with the 

learning programme 

Provider sends file back to ETDQA for evaluation with short CV of facilitator, registered 
assessor as well as moderator 

ETDQA receives & evaluates files and generates report and submits to the internal moderator 
for endorsement 

The moderator endorses and a report is submitted to the ETQA Manager for approval 

ETDQA approves or declines 

The original report is sent to the 
other SETA ETDQA 

Approval: 
Approval letter 
is sent to the 

provider 

No- Approval:
Support is given 

by ETDQA 

Learning Program approval 
Flowchart 

ETDQA informs provider of decisions

A copy of the report is made and the administrator uploads the decision onto the database

The original report is sent to the provider 



    
  Facilitation of unit standards and Qualifications Development 

 
 
 
 

 
 
 
 

 
   
                        
 
 
 
 
 
 
 
 
 

 

 

4. Promote and advocate reviewed and new qualifications and unit   
standards within the ETD Sector 

5. Monitor and review facilitation of unit standard/qualification 
development 

3. Extend the ETDP SETA’s Accreditation with SAQA 

1. Review of current and existing qualifications and unit standards 

2. Generate new qualifications and unit standards based on sector 
needs 



 

Quality Assurance of Learner Achievement 
/Verification Flowchart 

 
Verification is the validation mechanism used by the ETDQA to verify 
recommendations about awards; that assessment has been properly 

conducted and moderated; that specific learners have met the 
outcomes claimed, and to confirm or overturn the moderation findings. 
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1. Provider request verification via email 

2. A request form is sent to the provider 
together with the verification checklist and 

guides 

Verification window opened for 
a year in the MIS 

3. ETQA receives a request form from provider 
with suggested dates for verification 

4. Depending on the schedule, verification date 
is scheduled and agreed upon with provider 

Results Endorsed 

5. On-site verification is conducted 

Results not endorsed 

Recommendations made & 
verification scheduled 

Provider uploads learners 



Uploading of learner records flowchart 
 

 

 
 
 

 
 
 

Requirements: 
• Access to the ETDP Seta MIS System – Datanet 
• Apply for the password and username to access the system 
• Alternatively, if using own MIS, and for batch uploads in particular, apply to ETDP 

Seta for the EDUDEX. 
• EDUDEX is a validation tool installed in the Provider `s MIS to allow only correct 

data to be transmitted to the ETDP Seta. 

Uploading endorsing learners 
(Unit Standards) 

Uploading endorsing learners 
(Qualifications)

The Provider enrolls learners on the system 
 

Enrolled records stay on the 
system until the achievement field 
is completed by the Provider. 

The Provider completes the 
achievement field 

Saved records with the 
achievement status come through 
to ETDP Seta for endorsement. 
 

Records received by ETDP Seta are endorsed 

Enrolled learners come through to ETDP 
Seta on the application status 

ETDP Seta registers each record on the 
system and records change from 
“Application to Registration” status 

Provider is now able to assess the Unit 
Standards and finally the Qualification. 

Every time the Unit Standard is assessed 
and successfully uploaded by the Provider, 
the records come through to ETDP Seta for 
endorsement. 

Upon endorsement, the email notification from ETDP Seta is sent to the provider 
giving the endorsement number which the Provider should use to print statement of 
results 

The Provider goes to “Reports”, enter the endorsement number which is the same for 
all the records that are endorsed as a batch. 

The view report will generate all the statement of results that were endorsed under 
that number. 




