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FORM KNQA/LABE/L/003: APPLICATION FOR ACCREDITATION TO AWARD NATIONAL QUALIFICATIONS BY A LOCAL ASSESSMENT AND EXAMINATION BODY
1.0 Institution Details
(Please type in the spaces provided. In case the space is not adequate attach a separate document)
1.1 Institution Profile

	Name of the Institution 
	

	Physical Address:
	Building 
	Street
	Floor

	
	
	
	

	Postal Address:
	Address
	Post Code
	
	Town

	
	
	
	
	

	Contacts:
	Website URL:
	Email
	Tel
	Fax

	
	
	
	
	

	Registration Details

	KRA Pin 
	Certificate  of Incorporation No.
	Certificate of Accreditation No. 

	
	
	

	Name the Act establishing institution where applicable
	


(Please attach copies of documents mentioned section 1.1 above)
1.2 Institution Management
	CEO 
	Name 
	Designation 

	
	
	

	
	Office Telephone
	Mobile No.

	
	
	

	
	Email
	

	
	
	

	Liaison Officer
	Name 
	Designation 

	
	
	

	
	Office Telephone
	Mobile No.

	
	
	

	
	Email
	


2.0 REGULATORY PRINCIPLES AND QUALITY ASSURANCE
	Principle 1. Please provide details of any quality standards, charter marks, professional body affiliations or other regulatory recognition the organization holds. (max 500 words)

	

	INTERNAL USE ONLY 




	Principle 2. The institution should have External stakeholders it regularly liaises with  to ensure relevance of qualification. (max 600 words)

	(list key stakeholders and describe the engagement  )

	INTERNAL USE ONLY 



	Principle 3. The Institution shall have clearly defined and effective governance arrangements.

	(Describe in continuous prose  how your organisation meets the above Regulatory principle and the list of documentation submitted as evidence for this Principle and attach the following document; HR manual, Code of conduct, Scheme of salaries, Strategic Planning, Admission and assessment policy) max 1000 words

	INTERNAL USE ONLY 



	Principle 4. The Institution shall ensure it has the necessary resources to effectively carry out its operational functions to meet regulatory requirements.

	(Describe in continuous prose how your organisation meets the above regulatory principle and the list of documentation submitted as evidence for this Principle.)


	INTERNAL USE ONLY 



	Principle 5. The Institution shall have clearly defined business planning processes which show evidence of management commitment, decision making and ongoing review of qualification.

	(Describe in continuous prose how your organisation meets the above Regulatory principle and the list of documentation submitted as evidence for this Principle.) max 1000 words

	INTERNAL USE ONLY 



	Principle 6. The Institution shall continually review the effectiveness of its business services, systems, policies and processes to assurance delivery of effective and efficient services to all its client.

	(Describe in continuous prose how your organisation meets the above Regulatory principle and the list of documentation submitted as evidence for this Principle.)

	INTERNAL USE ONLY 



	Principle 7. The Institution shall provide clear information on its procedures, products and services and ensure that they are accurate and appropriate at all times

	(Describe in continuous prose how your organisation meets the above Regulatory principle and the list of documentation submitted as evidence for this Principle). The Staff Establishment, student enrolment, Support services,  Stakeholders (max 700 words)

	INTERNAL USE ONLY 



	Principle 8. The Institution shall have effective arrangements for communicating with its staff, stakeholders and KNQA.

	(Describe in continuous prose  how your organisation meets the above Regulatory principle and the list of documentation submitted as evidence for this Principle. e.g. Communication Policy) max 1000 words


	INTERNAL USE ONLY 



	Principle 9. The Institution shall ensure that it has robust systems and processes for the identification, design, development, implementation and review of qualifications, which meet the needs of users.  

	(Describe in continuous prose how your organisation meets the above regulatory principle and the list of documentation submitted as evidence for this Principle. E.g. Appointment letters, minutes)
Max 1000 words

	INTERNAL USE ONLY 



	Principle 10. The Institution shall ensure that it has the necessary arrangements and resources for the effective delivery assessment and quality assurance of KNQA accredited qualifications.

	(Describe in continuous prose how your organisation meets the above Regulatory principle and the list of documentation submitted as evidence for this Principle. E.g. examiners, external examiners, the certification Policy). Max 1000 words


	INTERNAL USE ONLY 



	Principle 11. The Institution shall ensure that there is transparency in assessment of qualifications and the assessment results are accessible to learners in good time.  

	(Describe how your organisation meets the above Regulatory principle and the list of documentation submitted as evidence for this Principle. e.g. assessment policy and assessment result policy.) max 1000 words


	INTERNAL USE ONLY

	Principle 12. The Institution and its providers shall have open and transparent systems to manage complaints and appeals.

	(Describe how your organisation meets the above Regulatory principle and attach proof of existence of a complaint handling committee). Max 600 words


	INTERNAL USE ONLY

	Principle 13. Assessment of qualification shall be as practical and reliable as possible and meets industry requirements  

	Max 1000 words

	INTERNAL USE ONLY


	Principle 14. The Institution and its providers shall ensure that it has safeguards to prevent and manage cases of examinations malpractice.

	(Describe how your organisation meets the above regulatory principle and attach regulations about invigilation and marking and recruitment of assessors). Max 1000 words

	INTERNAL USE ONLY

	Principle 15. The Institution and its providers shall have effective, reliable and secure systems for the registration and certification of learners.

	(Describe how your organisation meets the above Regulatory principle and the list of documentation submitted as evidence for this Principle. Proof of existence of MIS).max 1000 words

	INTERNAL USE ONLY

	Principle 16. The Institution and its providers shall have a fool proof systems to assure that setting, printing, storage and distribution of examinations materials is secure and not prone to manipulation, leakage

	(Describe how your organisation meets the above Regulatory principle and the list of documentation submitted as evidence for this Principle. max 1000 words

	INTERNAL USE ONLY


3.0 
QUALIFICATIONS:
List of Qualifications to be submitted for registration (You may attach the list as an annex)
	Title
	Level 
	Duration  in years

	Total credits
	Mode of delivery 
	No. of qualifications in awarded in previous year 
	Total qualifications awarded since inception

	
	
	
	
	
	
	

	
	
	
	
	
	
	


4.0. PARTNERSHIPS 

(Please note this section should only be completed where the body partnership a local body exists)
	Name of joint partnership (s) for the qualification(s)
	Name of Qualification (s) Under Partnership

(In case space not enough attach a separate typed list)

	
	

	Do you have a partnership agreement?


	Yes      □
	No      □

	
	If yes attach the MOU

	
	Commencement date for the Partnership
	

	Is this a change to an existing partnership?
	Yes      □
	No      □

	INTERNAL USE ONLY

SUMMARY OF SUBMISSION

RECOMMENDATIONS

CONDITIONS

ACG DECISION




Please note: 
1. Qualification listed in section 3.0 above will be submitted for registration by completing and providing details  in form KNQA/FABE/Q/003
2. The quality or accuracy of information submitted may affect the timescales for decision marking;

3. Application fee is thirty thousand (Ksh 30,000);
Submit All Information to;

The Director General

Kenya National Qualifications Authority

Po Box 72635-00200

Nairobi, Kenya

Email: dg@kna.go.ke
Website: www.knqa.go.ke
Any payments must be paid to Kenya National Qualifications Authority account:

Account name: 
Kenya National Qualifications Authority;

Bank:


Kenya Commercial Bank;

Branch: 

Moi Avenue;

Account number:
1208626825
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