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ACRONYMS 
RPL
Recognition of Prior Learning

MOU
Memorandum of Understanding
POE 
Portfolio of Evidence 

CHAPTER ONE:  BACKGROUND
1.1 Introduction 
TVET Curriculum Development, Assessment and Certification Council (TVET CDACC) is a state corporation established by the TVET Act No. 29 of 2013. It is mandated to undertake design and development of Curricula, assess and certify candidates for the training institutions. It is also mandated to make rules with respect to competency-based assessment.
Mennonite Economic Development Associates (MEDA) carried out a research on the National Kenyan Labor Market Trends Overviews (2020).  The report revealed important trends in the Kenyan employment and economic sectors through 2018 to 2019.  It indicated that the number of jobs increased by approximately 75,000 in both public and private sectors.  Most of the jobs were in the Jua Kali sector which the report showed continued to grow in contrast with decline in the formal sector. It also noted that majority of the youth exit from learning institutions into the informal sector.

This report supports the current focus on the informal sector and the need for RPL assessment guidelines that guide RPL assessment in the country.  It is appreciated that many of the persons working in the informal sector have and continue to acquire skills and knowledge informally or non-formally.  These skills have not been formally recognized and as such may deny them an opportunity to access alternative choices in life.  Through this RPL assessment guideline, the maximum impact in terms of access to assessment opportunities can be achieved.

The African Development Bank (AfDB, 2015) reported that Kenya was experiencing a skewed skill mix particularly among university graduates, technicians and artisans. For example, the ratio of technicians and associate professionals to craft and related trades workers for machine operators and assemblers in the industry was 33:1:2 respectively. This ratio needed to be in reverse. These skills gap therefore requires urgent actions for out of school youth.
It is against this background that National RPL policy framework was developed and this forms the basis of developing RPL assessment guidelines.

1.2 RPL Assessment 
It is a process to assess and certify the competences of a person regardless of how, when and where the learning has occurred. This confirms that an individual can perform to the standard expected in the workplace as expressed in the relevant industry endorsed occupational standards. This assessment is carried out in an assessment centres registered by the Council for carrying out RPL assessments. These assessments are carried out by Council’s registered RPL Assessors / Verifiers.
The RPL process is applicant-centered and shall:
i. Offer clear guidance about RPL to Applicants.
ii. Guide Applicants seeking credit by RPL.
iii. Guide Applicants to present evidence of their Learning.
iv. Guide Applicants to present evidence of formal, non-formal and informal learning.
1.3 Overview of the Guidelines
This guideline is designed for planning and implementation of RPL assessment in an efficient and effective manner. The aim is to promote a quality assured RPL that responds to the National RPL Guidelines of Confidentiality, Non-discrimination, Gender Responsive, Collaboration Sustainability, Inclusivity and Participation. It details the expression of interest, registration / application of RPL candidates by the assessment centers, counselling of candidates, assessment and certification of candidates. The National RPL Policy framework enables the Council and stakeholders to have a standardized approach when conducting RPL assessment. 
1.3.1 Below is summary of RPL process: -
i. Creation of awareness and publicity-entails building awareness and interest about RPL in potential candidates and potential stakeholders.
ii. Counseling and Facilitation - detailed information and orientation from RPL Counselors appointed by the assessment center Manager. The RPL Counselors assess candidates’ eligibility for a specific qualification (full or part), provide the necessary information about learning outcomes and competency standards required for the qualification and the nature of evidence required. 
iii. Assessment and certification- a candidate is assessed through RPL against competency standards and learning outcomes by RPL Assessors appointed by the Council. Upon successful RPL assessment, the candidate is awarded national certificates for full qualifications or certificates of competency for part qualification.
1.3.4  RPL Process Flowchart
CHAPTER TWO:  RECOGNITION OF PRIOR LEARNING AWARENESS AND PUBLICITY
Awareness and publicity are a key process in the RPL assessment. Awareness makes it possible for potential candidates, assessment centers, employers and other key stakeholders to get information about RPL, its benefits, the procedure for registration, the likely costs, timelines, the support available and the eligibility requirements. 
The Council shall provide information using different modes, including websites, social networks and media.
2.1 Benefits of RPL
RPL offers several benefits to potential candidates, employers, government departments, ministries and agencies, professional bodies /institutions, and to society.
2.1.1
Potential Candidates
A nationally recognized and credible qualification brings many benefits for an individual, including:
i. Access to formal education and training programmes.
ii. Promoting lifelong learning
iii. Increases employability and mobility. 
iv.  Improved self-esteem and social inclusion. 
v.  Enhanced competencies through skills upgrading.
vi. Promotes flexible and alternate learning mechanism promoting lifelong learning
2.1.2 Employers (Formal and Informal)
i. Enhanced productivity, innovativeness and creativity of employees
ii. Having certified workers for quality assurance certification.
iii. Elevated brand positioning of the organization 
iv. Identify skill gaps in the organization.
v. Reducing training cost and supervision on employees.
2.1.3
Government Ministries and Agencies
i. Having current labour market information
ii. Quality assured data base of competencies in the market.
iii. Budgeting and resources allocation to various sectors.
2.1.4
Professional bodies/Institutions
i. Increased Professionals in various sectors.
ii. Quality assured data base of professionals.
2.1.5   Society 
i. Promotes equity and social inclusion
ii. Eradication of non-professionals
iii. Promotes flexible and alternate learning mechanism promoting lifelong learning
2.2 Procedure for Registration
This covers registration of assessment centers, Counsellors, Assessors, Verifiers and Candidates 

2.2.1 Registration of Assessment Centers
Assessment centers shall be registered and operate as provided for in the RPL Standards for Assessment Centers. The Council shall register an RPL assessment center once the center is accredited by TVETA.  An assessment center shall be given log in credentials to the Council’s portal upon successful registration.
2.2.2 Registration of RPL Counselor, Assessors and Verifiers 
RPL Counsellors, Assessors and Verifiers shall apply to the Council to be registered using RPL Practioners Application from (Appendix 3).  The requirements for registrations as RPL Counsellors, Assessor and Verifiers shall be as given in 2.2.2.1
2.2.2.1 The qualifications and requirements of an RPL Counsellor, Assessor and Verifier shall be as follows:
i. Has relevant qualifications recognized by the Council in the trade area of interest.
ii. Has at least one (1) level higher qualification in the course of interest.
iii. Has been trained on RPL Assessment. 
iv. Is ready to acquire additional knowledge and skills through continuous professional development.
v. Is of unquestionable integrity in accordance with Chapter 6 of the Constitution of the Republic of Kenya, 2010.
vi. Fully abides by the Council’s Code of Conduct for RPL Practitioners
vii. Be a member of a professional body (where applicable).
viii. Has worked as a trainer or industry practitioner for the last three (3) years.
2.2.3 Registration of Candidates
The registration process of candidates entail: -
i. Prescreening 
ii. Application for full or Partial qualification 
iii. Screening of the application and counseling of the applicants.
iv. Payment of assessment fee to the assessment center.
2.2.3.1 Prescreening
i. It is done to determine eligibility of a candidate to apply for RPL assessment. 
ii. The applicant fills in Expression of Interest form (Appendix 2) and submits it to the assessment center
iii. The assessment center reviews the EOI form to determine eligibility of the applicant within five working days and advise the applicant on the outcome of the review.
iv. The outcomes of the review can be: -
a. Application for course of interest
b. Application for different course.
c. Skills gap training.
v. The Applicant details will be uploaded into the Council portal by the assessment center
2.2.3.2 Application
i. Applicants shall apply for full or partial qualification in line with pre-screening outcome. They shall pay a non-refundable application fee as determined by the Council to the assessment center.
ii. The applicant shall be taken through guidance and counseling by a registered RPL Counsellor.
iii. After guidance and counseling, the applicant shall make application by filling the RPL Candidate Application form (Appendix 2) and submit to the assessment center.
2.2.3.3 Screening
i. The RPL Candidate Application form shall be reviewed against prescribed learning outcomes and competency standards by a registered RPL Counsellor different from the one who guided the applicant
ii. The screening of POE shall be done within seven working days and communicate the outcome to the applicant 
iii. The outcomes of Screening can be: -
a) Applicant can be registered for assessment in the course of interest
b) Skills gap training.
iv. The Applicant has a right to appeal using form (Appendix 6) and pay the prescribed fees if not satisfied with the outcomes of the screening in the assessment center
v. The decision of assessment center at this level of appeal is final
vi. The appeal fee at screening level shall be determined by the Council
2.2.3.4 RPL Assessment Fees
i. A candidate shall pay assessment fees as shall be determined by the Council from time to time to the Center, 60% of which shall be remitted to the Council while 40% remains with the Center to cater for assessment costs.
ii. A candidate shall pay assessment fees to the assessment center based on the assessment schedule after counseling and facilitation 
iii. Assessment center shall submit to the Council a verified list of RPL candidates per course requesting for invoice of payable assessment fees
iv. Assessment center shall then pay assessment fee upon receipt of communication from the Council.
v. Assessment fee paid for RPL assessment is non-refundable.
2.2.4 Support Services to RPL candidates
i. RPL information: the assessment center shall ensure that the candidates get adequate support from counselors, assessors/verifiers while preparing for partial or full qualification assessment including preparation of POE.
ii. Provision of skills upgrading: Assessment centers shall organize short term programmes for skills upgrading at the institution or workplace based- for candidates with skill gaps.  Assessment centers shall organize training in units of competencies for candidates aspiring to acquire further qualifications.
iii. Cooperation and Partnerships: Assessment centers shall get into MOUs with industries, other institutions and stakeholders to share knowledge and benchmarking on the RPL best practices.
iv. Monitoring and Evaluation: Council shall implement mechanisms for Monitoring and Evaluation to collect, monitor and evaluate the performance of RPL, and to take corrective measures.
CHAPTER THREE:   COUNSELLING AND FACILITATION
3.1 The Counselling Process 


The RPL Counsellor assess candidates’ eligibility for a specific qualification (full or part), provide the necessary information about learning outcomes and competency standards required for the qualification and the nature of evidence required.  The RPL Counsellor provides information that shall help a candidate to decide on whether to apply for RPL qualification at an appropriate level or to consider skill gap training as guided by the RPL Counsellor.  
Counseling services shall be provided post RPL assessment for those who do not satisfy all the requirements to be awarded full qualification or partial qualification. 
Upon successful Counselling, Candidate details will be uploaded into the Council portal by the assessment center.
3.1 Candidates’ Eligibility
 The RPL Counselor shall: -
i. Assess candidates’ eligibility for qualification.
ii. Provide information about the entire RPL process. 
iii. Provide the necessary information about learning outcomes and competency standards 
iv. Provide information about career paths.
v. Recommend candidate for: -
a) Final (full or partial assessment);
b) Skills upgrading;
c) Assessment at a lower or higher level; and
d) Assessment for a different trade area.
vi. Provide information required for the qualification and the nature of evidence (POE)
vii. Advise the candidate on portfolio rules of evidence (sufficiency, currency, validity and authenticity)
viii. Guide and support the candidate in making decisions, reflecting on learning experiences and their compatibility with the learning outcomes of the qualification.
ix. Provide time frame for assessment and the potential flexibility within the timelines
x. Prepare them for final assessment
a) Possible assessment outcomes (skill gap training, Appeals, certification, withdrawal, deferment)
b) Psychological preparedness;
c) Financial implications; 
d) Social implications; 
e) Reasons why they are to be assessed;
f) Benefits to accrue from the recognition and outcomes of the assessment;
g) Opportunity for reassessment; 
h) Skills upgrading opportunities
i) The appeals procedure in case one is not comfortable with outcomes.
xi. Forward documentation to the RPL Assessor once they meet the expected requirement for assessment
xii. The RPL Counselor gives Counseling report to RPL Coordinator who then forwards it to the Council.
xiii. Advice the assessment center and the RPL practitioners on the requirements for the vulnerable and special needs persons being assessed.
3.2 Learning Outcomes/ Competency Standards
Assessment under RPL is carried out against National Occupations Standards for a qualification. NOS are national requirements and benchmarks for competent performance in the workplace. Since potential RPL applicants have acquired a significant portion of their learning in the workplace and since they often use their newly acquired qualifications in the labour market, there needs to be a close match between occupational standards and learning outcomes/Competency standards. 
Learning Outcomes (Appendix 7)  or competency standards are performance indicators for specific qualifications highlighting the competencies required in the workplace. They express what an applicant is expected to know and be able to do usually provide a better reference point for validation, implicitly acknowledging that the same outcome can be reached in various ways. 
 Learning outcomes/competency standards shall be used to determine if the candidate is eligible for full or part qualification. Candidates with gaps between their competencies and Learning outcomes/competency standards shall be advised to undertake a skills upgrading program.
3.3 Portfolio of Evidence (POE)
A portfolio is a collection of information and documentation which supports the application and provides evidence of learning. The counsellor shall advise the candidate on the minimum evidence to provide based on the assessment guide (Appendix 8).  
Possible evidence shall include but not limited to the following:
i. Letters of recommendation where applicable
ii. Sample(s) of candidate's work and products
iii. Videos and/or photographs of work activities
iv. Examples of work performed (e.g. study materials, guides, etc. prepared)
v. Projects prepared, documents evidencing participation in a project
vi. Curriculum vitae
vii. Academic report(s)
viii. Training certificate(s)
ix. Job description (s)
x. Analysis of what has been learned from professional experience; 
xi. Study portfolio(s)
xii. Internship report(s)
xiii. Subject syllabus or study programme
xiv. Professional certificate (s)
xv. Articles (written by the applicant)
xvi. Character assessment from employer
xvii.  Language Passport
xviii. Skills logbooks
xix. Details of formal training, records of seminars, conferences and workshops attended; resume and performance appraisals
xx. Testimonials from current or previous employers and customers. 
3.4 Possible Outcomes
3.4.1 Skill gap training
Skill gap is a gap between the skills the applicant has and the expected learning outcomes specified in the National occupational standards. Applicants shall be referred for skills upgrading programmes to fill skills gaps and meet the desired standards. This shall include the use of short-term programmes or linkages with partners for academic knowledge to workplace learning. 
3.4. 2 Certification
Candidates are entitled to Council certification upon meeting all the set RPL assessment requirements.
3.4.3     Withdrawal or Deferment of Candidacy 
Withdrawal or deferment from RPL assessment is not encouraged, however the Council may consider applications of the same on a case-to-case basis. 
3.4.4 Appeal Procedures 
Candidates have a right to appeal at two stages; Counselling and facilitation stage and assessment and certification stage.

CHAPTER FOUR:  THE RPL ASSESSMENT PROCESS 

4.1 Identification of Methods of RPL assessment 
The assessment methods selected shall ensure that skills, knowledge and attitudes are assessed. Various assessment methods shall be adopted for final assessment.  They include:
i. Presentation- the method consists of preparing, presenting and discussing a specific learning outcome/s or competency standard in front of a panel of assessors.
ii. Theoretical Tests- Used to assess knowledge in of a specific learning outcome or competency standard 
a) Written tests – require written statements from candidates. 
b) Oral tests – require spoken responses from candidates
iii. Practical – candidates are placed in a simulated environment and tasked to carry out particular tasks   
iv. Project – candidates are given practical tasks to do over a specified period of time 
v. Observation in real-life conditions- assessment of candidates in actual conditions of doing the tasks specified in the description of a qualification
4.2 Development and Validation of Assessment Tools
i. Assessment tools shall be developed by assessment tool developers appointed by the Council 
ii. Assessment tools MUST be developed in line with Council’s guidelines on development of RPL assessment tools (Appendix 5) 
iii. The Council will validate assessment tools 
4.3 Assessment Planning
i. Assessment planning shall be conducted at least three (3) working days before the due date of final assessment.
ii. Assessment planning shall be conducted by the RPL Assessor appointed by the Council in conjunction with the candidate. An Assessor shall carry out the following during assessment planning:
a) Compile a detailed assessment plan and assessment schedule to be undertaken during the session in the unit of competency. (e.g. date, assessment task/or activity, rating code/marks allocated, assessor, verifier.) 
b) Establish the assessment context, identify relevant occupational standards, evidence required and identify any support materials needed to facilitate the assessment process.
c) Positively identify the candidate using the candidate confirmation form from the Council portal.
d) Develop an assessment schedule in conjunction with the candidate.
iii. During the assessment planning the following documents must be shared with the candidates:
a) Occupational standards
b) Summary of Learning Outcomes 
c) Appeal procedure
d) Assessment rules and regulations
iv. The assessment plan and schedule should be duly filled and signed by the candidate and the   assessor.
v. When preparing a candidate for assessment, the Assessor needs to ensure that:
a) The assessment purpose, context, plan and process, the assessment team (the three panelists), are explained to the candidate;
b) The candidate has understood the assessment plan, schedule and the appropriate documentation;
c) The performance requirements have been explained to the candidates;
d) The assessment methods have been explained and clarified between the candidate and the assessor;
e) Any legal or ethical rights and responsibilities associated with the assessment have been explained to the candidate (his/her rights and responsibilities in the assessment);
f) The appeals process and re assessment process has been explained to the candidate.
g) Discussing the conduct of assessment
4.4 Conduct of Assessment
4.4.1 Administering Theoretical Test 
i. For written test, it shall be administered by one (1) Assessor appointed by Council for a maximum of twenty-five (25) candidates 
ii. For Oral test, it shall be administered by a panel comprising of three panelist appointed by the Council as follows: 
a. Trainer – Must be subject specialist 
b. Industry Expert – Must be subject specialist 
c. RPL Expert – Can be a Council Officer / Ministry of Education Officer / Quality Assurance Officer or any other individual   appointed by the Council to perform the function of RPL Expert which is to guide on the assessment process
iii. If the assessment outcome deviation for oral assessment is ± 10 then the final outcome is average the scores by the panelists
iv. If the assessment outcome deviation for oral assessment is more than 10, the RPL Expert should guide the Trainer and the Industry Expert to harmonize the marks 
v. Candidates shall be given immediate feedback of the oral assessment outcome 
vi. Translation will only be allowed for KNQF Level 3 and Level 4 courses
vii. Marking of scripts will be done by Assessors appointed by Council at the assessment center 
4.4.2 Administering Practical tests 
i. Any practical assessment shall be conducted by a panel comprising of three panelist appointed by the Council as follows: 
a. Trainer – Must be subject specialist 
b. Industry Expert – Must be subject specialist 
c. RPL Expert – Can be Council Officer/ Ministry of Education Officer/Quality Assurance Officer or any other individual   appointed by the Council to perform the function of RPL Expert which is to guide on the assessment process
ii. If the assessment outcome deviation for practical assessment is more or less than 10, the RPL Expert should guide the Trainer and the Industry Expert to harmonize the marks 
iii. Translation will only be allowed for KNQF Level 3 and Level 4 courses
iv. Candidates shall be given immediate feedback of the practical assessment outcome 
v. For project assessment, it shall be assessed in phases by an Assessor appointed by the Council. Consequent to the completion of the project, it shall be required supervision by Industry Expert and further verification by RPL Expert 
4.5 Assessment Verification
i. The Council will appoint a Verifier to sample marked scripts for written test
ii. The Verifier shall be a subject specialist 
iii. The Verifier shall sample six scripts from the first thirty scripts and one script for every additional six scripts 
iv. The criteria for verification shall be two scripts from the highest scored scripts, two scripts from the middle scores and two scripts from the lower scores 
v. If the mean deviation is ± 5 then the final outcome of the written test shall be retained 
vi. If the mean deviation is more than 5 all the candidates scores shall be adjusted by the same margin 
4.6 Assessment Quality Assurance 
i. The Council shall put in place mechanisms for internal quality assurance of the assessment process
ii. External quality assurance shall be conducted by Ministry of Education and Agencies under Ministry of Education mandated to carry out quality assurance such as TVET Authority (TVETA) and Kenya National Qualifications Authority (KNQA)
4.7 Handling Suspected Cases of Assessment Malpractice
i. The following are some types of malpractices by candidates:
a) Impersonation.
b) Answers prepared outside the examination, with or without having knowledge of the question paper.
c) Candidates copying from one another.
d) Answers dictated or otherwise communicated to candidates by an interested party.
e) Two or more scripts submitted for the same candidate, each script dealing with the same questions and answers, but none of which is cancelled.
f) Attempted bribery.
ii. An RPL Assessor or Assessment center shall take the following action on discovery of a suspected case of malpractice:
a) Collect evidence of the malpractice, prepare a report on the issue, submit the evidence and report to the Council 
b) Allow the candidate to complete the assessment
iii. The Council shall guide on how to resolve assessment malpractices 
4.8 Validation of Assessment Outcome
i. Validation of assessment outcome shall be conducted by the Council 
ii. Validation Shall be done per unit of competency.
iii. The final mark per unit of competency will be weighted as per Table 1 for each KNQF level 
Table 1: Weighting between theory and practical assessment
	S/N
	KNQF Level 
	Theory (%)
	Practical (%)
	Overall (%)
	Pass mark (%)

	1. 
	3
	20
	80
	100
	50

	2. 
	4
	30
	70
	100
	50

	3. 
	5
	40
	60
	100
	50

	4. 
	6
	50
	50
	100
	50


Note: The pass mark for candidates with special needs is 40% for all levels 
4.9 Re-Assessment 
i. A candidate who has been declared not yet competent or has been advised to re-do some tasks to attain the required performance specifications of a unit(s) of competency shall normally be given an opportunity do so.
ii. Such a candidate will be required to fill in the Re-assessment Form (Appendix 10) available at the assessment center or the Council’s website.
iii. The candidate shall not be required to undergo the entire RPL assessment process but rather required to register for the final assessment of the specific Unit of Competency.
iv. Request for re-assessment shall be limited to not more than two times for a unit of competency. Thereafter, the candidate shall be required to seek top up training for the unit of competency and update Portfolio of evidence before being reassessed 
v. Number of re-assessments for candidates with SNs shall not be limited as long as the candidate is showing improvement in skill attainment 
vi. All requests for re-assessment must be submitted no later than thirty (30) days upon release of assessment results.
vii. Re-assessment fee shall be determined by the Council for Full and Partial Qualification 
viii. A candidate who requests for re-assessment but fails to appear to be re-assessed without approval from the Council shall be considered to have pulled out of the request. Such a candidate cannot appeal or be accepted to request for further re-assessment.
ix. Re-assessment fee shall be non- refundable 
4.10 Industrial Attachment Marks 
For RPL Candidates being assessed for Full Qualification, industrial attachment marks shall be an average of the Core Units of Competency 
CHAPTER FIVE:  CERTIFICATION
Candidates are entitled to Council certification upon meeting all the set RPL assessment requirements. The candidates assessed by the Council shall be awarded a transcript and a certificate after successful completion of the course/units requirements as pursued under KNQF qualifications. 
5.1 Certification Procedure
i. The Council shall issue two categories of certificates to candidates who have met the Council’s RPL assessment requirements:
a. National Certificate, shall be awarded upon demonstration of competence in all units of competency in a qualification (course)
b. Certificate of Competency shall be awarded upon demonstration of competence in a unit of competency or a cluster of related units of competency.
ii. The certificates awarded by the Council shall be the same as the ones awarded to candidates who have gone through formal training 
5.2 Withdrawal of certificates/transcripts 
i. The Council may withdraw a certificate of a transcript where the Council is satisfied that:
b. The Certificate or transcript was acquired in a fraudulent manner
c. Where there was an assessment irregularity before, during, or after the assessment
d. Where the candidate was assessed without fulfilling the minimum assessment requirements
5.3 Replacement of lost certificates
i. In case a candidate loses or misplaces transcripts or certificates, s/he will apply to the Council by filling Certificate / Transcript Replacement and Amendment Form (Appendix 9) found in the Council website
ii. The applicant seeking replacement shall attach the following documents in the application
a. Police abstract indicating the loss of certificate
b. Copy of the identification card or passport
c. Copy of certificate (if available)
d. Letter of recommendation from the Institution that the candidate attended 
e. Sworn legal affidavit identifying the applicant
f. Letter of recommendation from the employer (where applicable)
g. A letter of recommendation from the County Director of Education for an institution that has closed
h. Bank deposit slip of replacement fees whose amount will be determined by the Council.
iii. The Council shall issue a copy of the certificate or transcript and an accompanying letter to confirm authenticity.
iv. The Council shall only allow two replacements of certificates in the lifetime of the candidate.
v. Replaced certificates that are not collected within 24 months from the date of application shall be disposed by the Council without further communication to the applicant.
vi. The Council shall not refund application fees to an applicant who fails to collect a replaced certificate within 24 months from the date of application.
5.4 Replacement of Damaged/defaced certificates
i. In case a candidate’s certificate is damaged or defaced, s/he will apply to the Council by filling Certificate/Transcript Replacement and Amendment Form found in the Council website.
ii. The applicant seeking replacement of defaced certificate shall attach the following documents in the application
a. Police abstract indicating the reasons of damage
b. Copy of the identification card or passport
c. The damaged certificate and copy of the same
d. Letter of recommendation from the Institution that the candidate attended 
e. Sworn legal affidavit identifying the applicant
f. Letter of recommendation from the employer (where applicable)
g. A letter of recommendation from the County Director of Education for an institution that has closed
h. Bank deposit slip of replacement fees whose amount will be determined by the Council.
iii. The Council will issue a copy of the certificate or transcript and an accompanying letter to confirm authenticity.
iv. The Council shall allow two replacements of certificates in the lifetime of the candidate.
v. Replaced certificates that are not collected within 24 months from the date of application shall be disposed by the Council without further communication to the applicant.
vi. The Council shall not refund application fees to an applicant who fails to collect a replaced certificate within 24 months from the date of application.
5.5 Amendment of certificate
i. The Council shall only amend the certificate due to change of name
ii. The Council shall amend the certificate upon application using certificate amendment form downloaded from the Council website and attached relevant documents as per the form.
iii. The Council shall determine the certificate amendment fee.
CHAPTER SIX:  RPL ASSESSMENT APPEAL
6.0 Introduction 

During the conduct of Assessment in an RPL setting, a candidate is entitled to fundamental rights such as:

i. The right to fair and transparent assessment processes.
ii. Have a clear understanding of the outcomes to be met, assessment standards and criteria and the certification processes.

iii. Candidate centered appeal process.

iv. The right to appeal a decision

The right to appeal arises in the following stages of RPL assessment:

6.1 Appeal against Portfolio of Evidence assessment 
The Portfolio of evidence assessment is conducted to determine sufficiency, currency, validity and authenticity of the candidate’s portfolio of evidence. The RPL Counsellor reviews the evidence provided against learning outcome and competency standards.
A Candidate not satisfied with the result of the RPL Counselor, may decide to appeal the decision arrived at from the assessment of POE. The candidate may then lodge an appeal using form (Appendix 6) to RPL Coordinator for a review of decision within seven (7) working days of receipt of the decision.  

Appeal forms shall be obtained from a RPL Coordinator at the assessment center or downloaded from the Council website. The candidate must attach the following when lodging an appeal: 
i. Provide a copy of his/her original application and the outcome advice
ii. Indicate the reason/s for the appeal 
iii. List and attach all relevant copies of supporting documents for consideration Candidates shall submit the duly completed appeal forms to the RPL Coordinator at the assessment center who shall forward them to the Council for review and recommendation.
6.2  Appeal against Final Assessment Outcome

i. Candidates have a right to appeal to the Council within fourteen (14) working days after receipt of final RPL assessment outcome by filling in the RPL Assessment Appeals Form (Appendix 6)

ii. The appeal shall be heard and determined within fourteen (14) working days in accordance with the Council’s Appeal’s procedure.  
iii. The candidate must attach the following when lodging an appeal:
a) Provide a copy of his/her original application and assessment outcome advice by assessment center.

b) Indicate the reason/s for the appeal.

c) Provide a detailed account in support of the appeal.

d) Attach copies of supporting documents for consideration

iv. Upon receiving the candidate’s appeal, the Council shall notify the relevant assessor to submit his/her evidence to the Council for subsequent scrutiny.  

v. The Council shall consider the appeal on the grounds on which it is raised, and shall, as appropriate, consult with the respective assessor and candidate. For a candidate with special needs, the candidate will be allowed to have a representative where applicable. 

vi. The Council shall determine the appeal and make a decision based on evidence available.

vii. The Council shall inform the appellant on the outcome of the appeal. 

viii. Awarding of a Certificate shall be deferred, pending the final outcome of the appeal.

ix. The appeals shall be conducted according to Figure below.
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x. The subsequent verdict shall be communicated to the candidate immediately
APPENDICES
Appendix 1: Expression of Interest Form
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION)
RECOGNITION OF PRIOR LEARNING (RPL) CANDIDATE’S SCREENING FORM
(Expression of Interest)
	1. Personal Details                                               

	Surname

	First name
	Other names


	Identification Number (ID/Passport)
	

	Gender 

	Male 
	 Female 

	Do you have any disability?
	Yes
No
	If yes, specify and provide evidence (Registration with NCPWD)


	Date of Birth
dd/mm/yyyy
	         

	Nationality
	

	Physical Address (place of residence)
	

	Postal Address 
	

	Contact Details
	Mobile:
	Work:

	· 
	Email:

	Applicant’s place of work (Name of City/Town where you are currently posted by your employer or are self-employed)
	

	2. Applicant’s Work-Related Experience

	Occupation / Trade
	Role 
	Period

	
	
	From
	To

	
	
	
	

	
	
	
	

	
	
	
	

	Occupation / Skill Area to be assessed for
	

	3. Nature of Employment (Tick appropriately)

	Formal employment
	Informal (jua kali)


	Contact Details of current employer (if employed).
Indicate ‘self’ if self employed
	


	Provide any further information you wish to give in support of your application
	

	Referee’s Contact Details
(Provide contacts of three referees)

	


Applicants Signature:  





  Date 

_________
For official use only
Reviewed by:
Name: 






 Designation __________________________
Signature: ____________________________________  Date: 

_________________________
	Recommendation (Tick as appropriate)

	Recommended
	

	Not Recommended
	


If Not Recommended, state reasons. 
 









___











__________________________
Appendix 2: RPL Candidate Application Form 
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL 
(TVET CDACC)
RPL CANDIDATES’ APPLICATION FORM
	
	Affix a recent passport size photo here

	

	Section A

	1. Personal Details                                               

	Surname

	First name
	Other names


	Gender 

	Male 
	 Female 

	Do you have any form of disability?
	Yes
	No
	If yes, specify the nature of disability and attach evidence (Registration with NCPWD)


	Date of Birth
dd/mm/yyyy
	         

	Nationality
	

	Physical Address (place of residence)
	

	Postal address 
	

	Contact Details
	Mobile:
	Work:

	· 
	Email:

	Applicant’s place of work (Name of city/town/market/street/building where you are currently employed/self-employed)
	

	2. Applicant’s Work-Related Experience

	Occupation / Trade
	Name/type of employment (employed, self)
	Role 
	Description of daily tasks at the workplace
	Period

	
	
	
	
	From
(dd/mm/yyyy)
	To
Dd/mm/yyyy)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Occupation / Skill Area & 
KNQF Level applied for

	Occupation / Skill Area
	KNQF Level applied for

	3. Documented Evidence 

	3 a) Official Documents 

	i. Affix a recent passport size photo in the box at the right-hand top corner of this form
ii. Provide certified copies of your identification document (ID/Passport/ or any approved form of identification)
iii. Non-citizens are required to submit the following:
· Permanent residency applicants: Passport and Proof of Permanent Residency
· Refugee/Asylum seeker: Temporary permit/formal recognition of refugee status in Kenya

	3 b) Supporting Documents
Submission of supporting documents as guided by RPL initiator (Appendix 1)


Attach evidence of payment of prescribed non-refundable application fee of KES. 1,000.00 (One Thousand shillings).
Declaration
I declare that the information contained in this application is true and correct and that all documents are genuine.
Candidate Signature:  





 Date 


___
Section B
Appendix 1: Supporting Documents (as guided by RPL initiator)
· To be filled by the RPL initiator in duplicate  
· A copy to be given to the candidate 
	Surname 
	First Name 
	Other Names 

	ID/Passport Number 
	Phone Number 
	Email

	Evidence to be provided 
	Evidence submitted
	Comments

	1. 
	
	

	2.
	
	

	3. 
	
	

	4.
	
	

	5.
	
	

	6.
	
	


Name of the RPL Counsellor:…………………………………………………………………….
Assessment Center ………………………………………………………………………………….
Qualification Awarding Institution(Examining Body)……………………………………………….
Section C: FOR OFFICIAL USE ONLY 
Analysis of Portfolio of Evidence (PoE)
	Official Documents

	S/ N
	Description 
	Tick Appropriately 
	Comments 

	1.
	Recent passport size photo
	Provided
	Not provided
	

	2. 
	Certified copies of identification document 
	Provided
	Not provided
	

	Supporting Documents

	SN
	Evidence provided 
	Criteria 
	Tick Appropriately 
	Comments 

	1. 
	
	Authenticity
	Yes 
	No 
	

	
	
	Validity 
	Yes 
	No
	

	
	
	Sufficiency 
	Yes
	No
	

	
	
	Currency
	Yes
	No 
	

	2. 
	
	Authenticity
	Yes 
	No 
	

	3. 
	
	Validity 
	Yes 
	No
	

	4. 
	
	Sufficiency 
	Yes
	No
	

	5. 
	
	Currency
	Yes
	No 
	

	6. 
	
	Authenticity
	Yes 
	No 
	

	7. 
	
	Validity 
	Yes 
	No
	

	8. 
	
	Sufficiency 
	Yes
	No
	

	9. 
	
	Currency 
	Yes
	No 
	


Note to the RPL Counsellor
· If the work is not authentic the candidate is discontinued from the process
· Accept at least any two Yes’s on each criterion
Recommendation
	Applicant Recommended
	Recommended to be assessed at occupational level applied for
	

	
	Recommended to be assessed at occupational level lower than applied for
	

	
	Recommended to be assessed at occupational level higher than applied for
	

	Applicant not Recommended
	Applicant to be advised about the short comings and skill gaps, and assisted to address these through mentorship, training and exposure to practical skills

	Application reviewed by:
	Name of Officer:
Signature:


Name of the RPL Counselor :…………………………………………………………………….
Assessment Center ………………………………………………………………………………….
Qualification Awarding Institution ……………………………………………………………….
Appendix 3:  RPL Practitioners Application form 
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL (TVET CDACC)
ABSA Towers  (10th Floor)
Loita street

P.O. Box 15745-00100
Tel.: +254 777172002 
NAIROBI, KENYA
Email: cdacc.tvet@gmail.com
	TYPE OF APPLICATION
	TICK (as applicable)

	1. RPL Counsellor
	

	2.  RPL Assessor Registration
	

	3. RPL Verifier Registration
	


APPLICATION FORM FOR REGISTRATION OF  RPL PRACTITIONERS

	PERSONAL DETAILS

	First name
	Middle name


	Surname

	Please indicate the names as they appear on national Id card no.

	National ID No. (citizen) Please attach a copy of ID certified by Commissioner of Oaths/Judge/Magistrate)
	

	Passport No. (Non-citizen)

Please attach copy of relevant pages of passport certified by Commissioner of Oaths/Judge/Magistrate)
	

	Date of Birth

(dd/mm/yyyy)
	

	Gender

Please tick as appropriate
	Male
	
	Female
	
	

	Disability (Tick as applicable)
	Yes
	No
	If yes, specify

	Physical Address
	Postal Address

	Phone:
	Mobile:

	e-mail:


	APPLICANT’S QUALIFICATIONS Academic/Professional Qualifications Achieved (Please attach copies of certificates certified by Commissioner of Oaths/Judge/Magistrate/Institution which awarded the Qualification)

	

	

	

	

	


	Have you been trained in  RPL  assessment? (If yes, please attach copy

of certificate certified by Commissioner of Oaths/Judge/Magistrate/Institution which awarded the Qualification)
	Yes
	No


	APPLICANT’S RELATED WORK EXPERIENCE

	OCCUPATION
	JOB TITLE
	PERIOD

	
	
	FROM
	TO

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Provide a brief description of relevant work experience for the Unit(s) of Competency you are applying to be accredited to Counsel /assess/verify. Please attach CV and relevant work experience testimonials such as appointment letters and recommendation letters from employer(s) at least for the last three years.


You may use additional paper if more space is required.

	SPECIFIC REGISTRATION INFORMATION
(Please indicate the course(s) /qualification(s) and respective unit(s) of competency you wish to be registered as RPL Counsellor/Assessor/Verifier)

	COURSE/QUALIFICATION
AND LEVEL e.g. Food Production Level 6
	UNIT(S) OF COMPETENCY (as stated in the Occupational Standards)

	
	1.

	
	2.

	
	3.

	
	4.

	
	5.

	
	6.

	
	7.

	
	8.

	
	9.

	
	10.

	
	11.

	
	12.

	
	13.

	
	14.

	
	15.


You may use space on page 4 if more space is required.

	EMPLOYER INFORMATION

	Full Name of Employer (please specify whether company or training provider)
	

	Postal Address
	Code
	City/town

	Physical Location
	

	Phone
	Mobile
	e-mail

	Applicant’s Duty Station

(City/town where you are currently posted by your employer)
	


DECLARATION
I, 
declare that the information contained in this application is
true and accurate to the best of my knowledge.

Signature: …………………………………………………
Date: ………………………...........................................................
	SPECIFIC REGISTRATION INFORMATION
(Please indicate the course(s) /qualification(s) and respective unit(s) of competency you wish to be registered as RPL Counsellor/Assessor/Verifier)

	COURSE/QUALIFICATION
AND LEVEL e.g. Food Production Level 6
	UNIT(S) OF COMPETENCY (as stated in the Occupational Standards)

	
	1.

	
	2.

	
	3.

	
	4.

	
	5.

	
	6.

	
	7.

	
	8.

	
	9.

	
	10.

	
	11.

	
	12.

	
	13.

	
	14.

	
	15.


	SPECIFIC REGISTRATION INFORMATION
(Please indicate the course(s) /qualification(s) and respective unit(s) of competency you wish to be registered as RPL Counsellor/Assessor/Verifier)

	COURSE/QUALIFICATION
AND LEVEL e.g. Food Production Level 6
	UNIT(S) OF COMPETENCY (as stated in the Occupational Standards)

	
	1.

	
	2.

	
	3.

	
	4.

	
	5.

	
	6.

	
	7.

	
	8.

	
	9.

	
	10.

	
	11.

	
	12.

	
	13.

	
	14.

	
	15.


Appendix 4: Skills Gap Training Form
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL (TVET CDACC)
SKILL GAP IDENTIFICATION FORM FOR RPL CANDIDATE
Institutions Details
Name QAI:………………………………………………………………………………………
Name of RPL Assessment Centre: ...........................................................Code: ........................
Name of RPL Facilitator: ..................................................................................................................
Candidate’s Details
Name of Candidate: ..................................................
Reg. Number: ................................................
Occupation/Skill Area/Trade: ............................................. KNQF Level: ......................................
Date of Assessment: ..........................................................................................................................
Level of assessment at which the gap was identified: (tick as appropriate)
a) Applicant’s Screening stage 
        
b) Analysis of portfolio of Evidence & Interviewing stage                       
c)  Final assessment stage                             
Identified Gaps & Proposed action 
	S/No.
	Learning Outcomes
	Identified skill gaps
	Proposed Intervention 

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Additional Comments/Remarks:
........................................................................................................................................................................................................................................................................................................................
Signed:
Name:………………………………………………………………………………………………
Designation…………………………………………………………………………………………..
Signature …………………………………………………………………………………………….
Appendix 5: Guidelines on development of assessment tools
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL (TVET CDACC)

A. Practical Tests/Observation in real life condition/ Projects/ Presentations

1. The method of assessment selected to assess skills in learning outcome/competency standard should cover at least 80% of the critical aspect as given in the evidence guide.

2. Marks allocation should not be limited to 100% but the final mark should be converted to 100%, however the minimum marks allocation for any level should not be less than 100.

B. Theoretical Tests

1. Minimum marks allocation for theoretical test should not be less than the weight of the 

           theory for each level.

2. 80% of the knowledge required should be covered in the assessment tool as given in the National Occupational Standard.

The verbs used in the test items should depend on the KNQF level as discussed in the Table below:
	Assessment  Methods

	Descriptors 
	Level 3
	Level 4 
	Level 5 
	Level 6 

	Possession of knowledge and understanding
	basic factual knowledge of: - a subject -procedures to complete well defined routine tasks and address simple problems -is aware of relevant information
	factual knowledge of: -procedures to complete well defined (routine) tasks and address straightforward problems -can interpret information and ideas -is aware of relevant information
	-factual, procedural and theoretical knowledge of a subject or field of work -interpret and evaluate information and ideas -is aware of nature of the area of work -is aware of different approaches to work
	-practical, theoretical and technical knowledge of a subject or field of work - analyse, interpret and evaluate information - is aware of nature of approximate scope of the area of work -has informed awareness of different approaches to work

	Possession of skills
	-use cognitive and practical skills -select and use information -identify whether actions have been effective
	select and use cognitive and practical skills -identify, gather and use information -Identify how effective the action has been
	- select and use cognitive and practical skills, methods and procedures - use investigation to inform action -review how effective methods and actions have been
	-identify, adapt and use cognitive and practical skills -review effectiveness, and appropriateness of methods, actions and results

	The context for application: Job tasks and their complexity
	-well-defined routine tasks -simple problems
	-well-defined generally routine tasks -straightforward problems
	-well-defined, but complex and non-routine
	- fairly well-defined, but complex and non-routine


.

Appendix 6:  Appeal form 
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL (TVET CDACC)
The form must be completed and submitted by the applicant together with the necessary documents and payment made to TVET CDACC. 
	1. Personal Details                                               

	Surname

	First name
	Other names

	Identification number (ID/Passport) or any other identification document
	

	Gender 

	Male 
	 Female 

	Do you have any form of disability?
	Yes
No
	If yes, specify………………………
……………………………………..
………………….(Indicate your PwD registration No)

	Date of Birth
dd/mm/yyyy
	   

	Nationality
	

	Physical Address (place of residence)
	

	Postal Address
	

	Contact Details
	Mobile:
	Work:

	· 
	Email:

	Applicant’s place of work (Name of City/Town where you are currently posted by your employer or are self-employed)
	

	2.  Details of the Appeal

	Qualification that the appellant applied to be assessed
	

	Qualification that the appellant was assessed
	

	Date awarded (if awarded)
	

	3. The Decision / Outcome Appealed Against

	                           The final assessment results were unfair

	4. Grounds for the Appeal (Indicate why you think that the decision reached was incorrect, unfair or the interpretation of your acquired competence thereof was flawed) 


	5. Desired Outcome (Indicate what you think the desired outcome should have been)


	6. Attach relevant evidence to support your Appeal



   Attach evidence of payment of prescribed application fee of KES. 1,000.00 (One Thousand shillings). The fee is refundable if the appeal is upheld
Declaration
I ___________________________________________________________hereby declare that all the information contained in this form is, to my knowledge, true and correct. I will be prepared to answer further questions in relation to any claims i have made. I consent to details of my appeal being disclosed to necessary third parties.
Name___________________________________________________________________
Date____________________________________________________________________
Signature________________________________________________________________
Payment shall be paid TVET CDACC.
Appendix 7:  Sample Learning Outcome
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL (TVET CDACC)
	  S.N
	Qualification : Automotive Technician Level 4 
   
	Self-Assessment 
	List Supporting Evidence 

	S/N 
	Unit of Competency
	Summary of Specific Learning Outcomes 
	1
	2
	3
	4
	5
	

	1.
	Perform Vehicle Basic Maintenance

	1. Perform basic vehicle mechanical and operational assessment
2. Perform engine basic maintenance
3. Perform braking system basic maintenance
4. Perform suspension/steering systems basic maintenance
5. Perform transmission system basic maintenance
6. Perform electrical system basic maintenance
7. Perform wheels and tires basic service/maintenance
8. Prepare vehicle basic maintenance report

	
	
	
	
	
	

	2. 
	Service and Repair Vehicle Engine 

	1. Disassemble engine
2. Clean and inspect engine parts/components 
3. Service/replace vehicle engine parts/component
4. Assemble engine 
5. Perform engine basic tests and prepare service/repair report

	
	
	
	
	
	

	3. 
	Service and Repair Vehicle Fuel System

	1. Inspect and remove vehicle fuel system components.
2. Dismantle, Service/repair/replace worn out vehicle fuel system components.
3. Assemble fuel system components and test for correct operation
4. Fit vehicle fuel system components, carryout adjustments, test fuel system and write report.

	
	
	
	
	
	

	4. 
	Service Vehicle Steering and Suspension System

	1. Inspect steering and suspension system parts
2.  Remove steering and suspension system components from the vehicle
3.  Dismantle, clean and examine steering and suspension system components
4.  Service/repair/ replace and assemble steering and suspension parts
5. Fit steering and suspension components to the vehicle 
6. Carry out adjustment and reporting.

	
	
	
	
	
	

	5. 
	Service Vehicle Braking System

	1. Inspect braking system parts
2. Remove, dismantle, clean and examine braking system components
3. Service/repair/ replace and assemble braking system components
4. Fit braking system components and carry out adjustments
5. Test and report

	
	
	
	
	
	

	6. 
	Service Vehicle Electrical Systems
	1. Inspect vehicle electrical systems components
2. Remove, dismantle, clean and examine vehicle electrical systems components
3. Service/repair/ replace and assemble and test vehicle electrical systems components
4. Fit components, test and prepare vehicle electrical systems service report.

	
	
	
	
	
	


Appendix 8:  Assessment Guide 
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL (TVET CDACC)
	KNQF Level
	Portfolio of Evidence 
	Minimum Requirements 

	2
	· Samples of work/photos/video/audio files 

· The materials or tools with which the candidate works 

· Referees
	Compulsory

Samples of work 

Accept any three 

	3
	· Samples of work/photos/video/audio files 

· The materials or tools with which the candidate works 

· Referees

· Roster and time sheet 
	Compulsory

Samples of work 

Accept any three

	4
	· Samples of work/photos/video/audio files 

· The materials or tools with which the candidate works 

· Referees

· Roster and time sheet

· Logbooks and other records of performance 

· Curriculum Vitae or Resume 
	Compulsory

Samples of work 

Accept any three

	    5 
	· Samples of work/photos/video/audio files 

· The materials or tools with which the candidate works 

· Referees

· Roster and time sheet

· Logbooks and other records of performance

· Budgets of work done 

· Workplace training records 

· Curriculum Vitae or Resume
	Compulsory

· Samples of work 

· Curriculum Vitae or Resume 

Accept any Five

	6
	· Samples of work/photos/video/audio files 

· The materials or tools with which the candidate works 

· Referees

· Roster and time sheet

· Logbooks and other records of performance

· Budgets of work done 

· Workplace training records 

· Curriculum Vitae or Resume

· Appointment letters 

· Visual presentation or written speeches 

· Letters or memos from the workplaces

· Letters from referees/clients showing your competencies

· Past competency-based assessments 
	Compulsory

· Curriculum Vitae or Resume 

· Letter from referees /clients showing your Competencies

Accept any Five

	     7 
	· Samples of work/photos/video/audio files 

· The materials or tools with which the candidate works 

· Referees

· Roster and time sheet

· Logbooks and other records of performance

· Budgets of work done 

· Workplace training records 

· Curriculum Vitae or Resume

· Appointment Letters 

· Visual Presentation or Written speeches 

· Letters  or Memos from the workplaces

· Letters from referees/Clients  showing your competencies

· Published works such as operational manuals , magazine and newspaper articles 

· Industry Awards 

· Evidence of committee work

· Past competency-based assessments/certificates
	Compulsory

· Samples of work 

· Curriculum Vitae or Resume 

· Letter from Referees /clients showing your competencies

Accept any Five

	8 
	· Samples of work/photos/video/audio files 

· Published works such as operational manuals

· The materials or tools with which the candidate works 

· Referees

· Roster and time sheet

· Logbooks and other records of performance

· Budgets of work done 

· Workplace training records 

· Curriculum Vitae or Resume

· Appointment letters 

· Visual presentation or written speeches 

· Letters  or Memos from the workplaces

· Letters from referees/clients  showing your competencies

· Past competency-based assessments 

· Workplace training records
	Compulsory

· Curriculum Vitae or Resume 

· Samples of work 

· Letter from referees /clients showing your competencies

· Published works such as operational manuals

Accept any Seven

	9
	· Samples of work/photos/video/audio files 

· Published works such as operational manuals

· The materials or tools with which the candidate works 

· Referees

· Roster and time sheet

· Logbooks and other records of performance

· Budgets of work done 

· Workplace training records 

· Curriculum Vitae or Resume

· Appointment letters 

· Visual presentation or written speeches 

· Letters  or Memos from the workplaces

· Letters from referees/clients  showing your competencies

· Past competency-based assessments 

· Workplace training records
	Compulsory

· Samples of work 

· Curriculum Vitae or Resume 

· Letter from Referees /clients showing your competencies

· Published works such as operational manuals

Accept any Seven

	10 
	· Samples of work/photos/video/audio files 

· Published works such as operational manuals ,

· The materials or tools with which the candidate works 

· Referees

· Roster and time sheet

· Logbooks and other records of performance

· Budgets of work done 

· Workplace training records 

· Curriculum Vitae or Resume

· Appointment letters 

· Visual presentation or written speeches 

· Letters  or Memos from the workplaces

· Letters from referees/clients showing your competencies

· Past competency-based assessments 

· Workplace training records 
	Compulsory

· Curriculum Vitae or Resume 

· Samples of work 

· Letter from referees /clients showing your competencies

· Published works such as operational manuals

Accept any Seven


1. A Tool for Evaluating Portfolio of Evidence
	Quality Evidence
	Parameter
	Description
	Mode of Evaluation

	
	Authenticity
	· Can the evidence be attributed to the candidate? 
· The evidence must be verified as the candidate’s own work, and in the case of a group result, that he/she has contributed.
	· Interview questions in relation to evidence submitted 
· Verification through observation/demonstration at the workplace/ Workshop.
If not Authentic, discontinue the candidate from the process 

	
	Sufficiency
	· Is there enough evidence? Can the candidate repeat the performance?
· The use of various sources of evidence and a variety of assessment activities assists in ensuring that the evidence is sufficient to meet all
the criteria and the applicable range statements
	· Is the evidence submitted sufficient for the unit of competency?
· Is the evidence submitted sufficient for the qualification?
If not sufficient, recommend for:
1. Updating of  the POE
2. Skills upgrading 
3. Application for appropriate level
4. Assessment for another occupation 
5. Assessment for a  partial qualification 

	
	Validity 
	Does the evidence relate to the respective National Occupational Standard?
	· Is the evidence in line with performance criteria in the National Occupational Standards? 
· Is the evidence in line with technology, range, materials and tools in the assessment requirements or the National Occupational Standards?
1. If not valid recommend for updating
2. In cases where the evidence is more current than what is in the National Occupational Standards NOS notify  the Qualification Awarding Institution


	
	Currency
	· Is the evidence related to current competence?
· Currency refers to the applicability of knowledge, skills and understanding in the present
Circumstances.
	· Verification through observation/demonstration at the workplace/ Workshop.
If is not current recommend undertaking skills gap training


Threshold for accepting a candidate for assessment/s after evaluation of Portfolio of Evidence Shall be as per Qualification Awarding Institution requirements for assessment 
2. Procedure for Conducting RPL Assessment
	KNQF Level 
	Counseling and Facilitation 
	Application and Assessment of Portfolio of Evidence/ Diagnostic Assessment 
	Assessment Preparation 
	Assessment 
	Assessment Outcomes  

	2
	Is done by one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI 
	Application is done by the candidate guided by one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Assessment plan is conducted by the assessor 

	Conducted by a panel of three assessors  composed of:
· Trainer
· Industry Expert 
· RPL expert 
The number and place of assessment will depend on the number and complexity of learning outcomes. However, all learning outcomes must be covered. 
 The pass mark will be in line with QAIs assessment guidelines
· 
	Competent Candidates are awarded certificates 
Candidates  declared not yet competent are referred to a skills gap training 

	3
	Is done by one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Application is done by the candidate guided by  one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Assessment plan is conducted by the assessor 

	Conducted by a panel composed of three assessors:
· Trainer
· Industry Expert 
· RPL expert 
The number and place of assessment will depend on the number and complexity of learning outcomes. However, all learning outcomes must be covered. 
 The pass mark will be in line with QAIs assessment guidelines

	Competent Candidates are awarded certificates 
Candidates  declared not yet competent are referred to a skills gap training

	4
	Is done by one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Application is done by the candidate guided by  one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Assessment plan is conducted by the assessor 

	Conducted by a panel of three assessors composed of:
· Trainer
· Industry Expert 
· RPL expert 
The number and place of assessment will depend on the number and complexity of learning outcomes. However, all learning outcomes must be covered. 
 The pass mark will be in line with QAI’s assessment guidelines
	Competent Candidates are awarded certificates 
Candidates  declared not yet competent are referred to a skills gap training

	5
	Is done by one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Application is done by the candidate guided by  one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Assessment plan is conducted by the assessor 

	Conducted by a panel of three assessors composed of:
· One Trainers
· One Industry Experts 
· RPL expert 
The number and places of assessment will depend on the number and complexity of learning outcomes. However, all learning outcomes must be covered. 
 The pass mark will be in line with QAIs assessment guidelines

	Competent Candidates are awarded certificates 
Candidates  declared not yet competent are referred to a skills gap training

	6
	Is done by one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Application is done by the candidate guided by  one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Assessment plan is conducted by the assessor 

	Conducted by a panel of four assessors  composed of:
· One Trainers
· Two Industry Experts 
· RPL expert 
The number and place of assessment will depend on the number and complexity of learning outcomes. However, all learning outcomes must be covered. 
 The pass mark will be in line with QAIs assessment guidelines
	Competent Candidates are awarded certificates 
Candidates  declared not yet competent are referred to a skills gap training

	7
	Is done by two  RPL Initiators (Pre-screeners) appointed by the assessment center and accredited by QAI
	Application is done by the candidate guided by two  RPL Initiators (Pre-screeners) appointed by the assessment center and accredited by QAI
	Assessment plan is conducted by the assessor 

	Conducted by a panel of five assessors composed of:
· Two Trainers
· Two Industry Experts 
· RPL expert 
One trainer should from another Institution 
The number and place of assessment will depend on the number and complexity of learning outcomes. However, all learning outcomes must be covered. 
 The pass mark will be in line with QAIs assessment guidelines

	Competent Candidates are awarded certificates 
Candidates  declared not yet competent are referred to a skills gap training

	8
	Is done by  two RPL Initiators (Pre-screeners) appointed by the assessment center and accredited by QAI
	Application is done by the candidate guided by two  RPL Initiators (Pre-screeners) appointed by the assessment center and accredited by QAI
	Assessment plan is conducted by the assessor 

	Conducted by a panel of five assessors  composed of:
· Two Trainers
· Two Industry Experts 
· RPL expert 
The number and place of assessment will depend on the number and complexity of learning outcomes. However, all learning outcomes must be covered. 
 The pass mark will be in line with QAI’s assessment guidelines

	Competent Candidates are awarded certificates 
Candidates  declared not yet competent are referred to a skills gap training

	9
	Is done by two RPL Initiators (Pre-screeners) appointed by the assessment center and accredited by QAI
	Application is done by the candidate guided by two  RPL Initiators (Pre-screeners) appointed by the assessment center and accredited by QAI
	Assessment plan is conducted by the assessor 

	Conducted by a panel of  five assessors composed of:
· Two Trainers
· Two Industry Experts 
· RPL expert 
The number and place of assessment will depend on the number and complexity of learning outcomes. However, all learning outcomes must be covered. 
 The pass mark will be in line with QAI’s assessment guidelines

	Competent Candidates are awarded certificates 
Candidates  declared not yet competent are referred to a skills gap training

	10
	Is done by one RPL Initiator (Pre-screener) appointed by the assessment center and accredited by QAI
	Application is done by the candidate guided by two  RPL Initiators (Pre-screeners) appointed by the assessment center and accredited by QAI
	Assessment plan is conducted by the assessor 

	Conducted by a panel of  five assessors composed of:
· Two Trainers
· Two Industry Experts 
· RPL expert 
The number and places of assessments will depend on the number and complexity of learning outcomes. However, all learning outcomes must be covered. 
 The pass mark will be in line with QAI’s assessment guidelines

	Competent Candidates are awarded certificates 
Candidates  declared not yet competent are referred to a skills gap training


3. General Guidelines
a) Assessment should be conducted in a real workplace or in a simulated environment.
b) The RPL initiators, assessors, trainers, industry experts and verifiers should be experts in the trade.
c) The candidates should be assessed and certified for competencies that they have acquired under either partial or full qualification.
4. Guide for RPL portfolio of evidence interviews
QAI LOGO
1. Personal Details 
Name………………………………………………….
Gender……………………..………
P.O Box …………………………
Code…………….
Tel………………………………..… 
Email………………….......................................................................................................
DoB………………………………
County…………….
Work ……………………………....
Assessor ……………………………………………. 
Reg. No………………………….....
Centre …………………………………………… 

Code…………………………….....
	S/N
	Broad Areas to be Covered during Interviews 
	Assessors Comments 

	
	Questions on personal details of the candidate 
	

	1. 
	Education and training history 
	

	2. 
	An Overview of Work experience including duties and responsibilities
	

	3. 
	Current  workstation 
	

	4. 
	An Overview of current duties and responsibilities/work every day 
	

	5. 
	A description of  how the candidate made samples of work he or she  presented 
	

	6. 
	Other certifications and awards won
	

	7. 
	Hobbies and voluntary work
	

	8. 
	Can we contact your employer/referees 
	

	9. 
	How do you deal  with conflict in your  workplace
	

	10. 
	Channels of vertical / horizontal communication in your workplace 
	

	11. 
	Expected Benefits of certification
	


5. Assessment Tools
· Qualification Awarding Institutions to develop assessment tools
· Summary of Learning Outcomes  for Textile, Motor Vehicle and Welding to be developed by NITA & CDACC subject experts next week. 
	  S.N
	Qualification : Automotive Level 4 
   
	Self-Assessment 
	List Supporting Evidence 

	S/N 
	Unit of Competency
	Summary of Specific Learning Outcomes 
	1
	2
	3
	4
	5
	

	1. 
	Service and Repair Vehicle Engine 

	6. Disassemble engine
7. Clean and inspect engine parts/components 
8. Service/replace vehicle engine parts/component
9. Assemble engine 
10. Perform engine basic tests and prepare service/repair report

	
	
	
	
	
	


Appendix 9: Certificate/Transcript Replacement and Amendment Form
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL (TVET CDACC)

CERTIFICATE/TRANSCRIPT REPLACEMENT AND AMENDMENT FORM

Please fill your details in the space provided

	Name:
	ID/Passport No. /Birth Certificate No. (For Under 18)

	Registration Code
	Year and Month of Assessment

	Institution Attended
	

	Address
	E-mail
	Tel. No.

	Attach Passport Photo
	Reasons for Replacement

	Indicate as appropriate

	Lost Certificate
	
	Damaged Certificate
	
	Amendment
	

	For Official use

	Attachments
	√
	Remarks 

	i)  Police abstract indicating the loss of certificate
	
	

	ii)  Copy of the identification card or passport
	
	

	iii)  Copy of certificate
	
	

	iv)  Letter of recommendation from the Institution that the candidate attended 
	
	

	v)  Sworn legal affidavit identifying the applicant 
	
	

	vi)  Bank deposit slip of replacement fees 
	
	

	vii)  Damaged certificate (Where applicable)
	
	

	Checked:

	Name of Officer
	PF. No.

	Signature 
	Date 

	Approved 

	Approved
	Not Approved

	Name of Officer
	Designation

	Signature
	Date


Appendix 10: Re-Assessment Form
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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL (TVET CDACC)

RE ASSESSMENT FORM

Candidates Name………………………………………………………………………….. 

Registration Code…………………………………………………………………………

ID Number/Birth certificate No.…………………………………………………………

Email ……………………………Phone Contact………………………………………….

Assessment Center Name………………………………………………………………

Assessment Center Registration Code………………………………………………..

Date Submitted………………………………………………………………………………

Date ready for re assessment……………………………………………………………


COMPONENTS TO BE RE ASSESSED

	COURSE
	UNIT OF COMPETENCY
	ELEMENT(S)
	PERFORMANCE CRITERIA

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Ground for reassessment

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


  (Attach supporting documents where necessary)

Candidates signature………………………………. Date…………………………………

Step 1 – Forwarded by the internal/external Assessor

Name ………………………..
Code………………………
Date…………………….

Step 2- Forwarded by internal verifier

Name ………………………….
Code……………………..
Date……………………

Step 3 – Forwarded by the assessment Center manager

Name………………………..

Code…………………
Stamp & Date…………

Step 4- Received by TVET CDACC assessment officer

Name……………………………..
Date………………..

Stamp……….

Verdict of Acceptance/Rejection

If Accepted

a. Planned date of re assessment……………………………………..

b. Assessor assigned ……………………………………………………

If rejected

  Reason for rejection: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

Advice to Candidate

………………………………………………...................................……………………………………………………………………………………………………..

 Step 5- Candidates confirmation

I ……………………………………………….. (candidate) confirm receipt of the communication upon request for re assessment and promised to adhere to it. 

Name………………………………………
Signature ………..

Date………….
Awareness & Publicity





Counselling & Facilitation 





Assessment & Certification 





Suitable





Suitable





Mentoring





Not Suitable





Skill Gap Training





Not Suitable





Appeal





Certificate awarded





Suitable





Counselling and Facilitation 


(Information Sharing)





Learning Outcomes / Competency Standards





Portfolio of Evidence Collection





Possible Outcomes 


(Skills Upgrading, Certification, Lower or Higher Level, Different Qualification, Withdrawal, Deferment, Appeal)





Final Assessment Preparation





Identification of methods Assessment 








Assessment Planning 








Awarded Certificate 








Development and Validation of Assessment Tool








Final Assessment 








Skill Gap Training / Appeal





Suitable 





Not Suitable





Please affix a passport size photo with name written  on back
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