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Process for Site Evaluations

1. Time-table for Site evaluations

Each evaluator receives a time-table with the relevant details of the institutions that must be evaluated.

2. Evaluator’s Site Visit Pack

On receipt of the evaluator’s site visit pack, the evaluator must familiarise him/herself with the contents there-of. In the case of queries the evaluator must immediately contact the ETQA division for clarification.

The evaluator receives a site visit pack in respect of each of the institutions that must be evaluated.  

3. Evaluator Teams

In the instance where the institution applies for more than one discipline, e.g. Cosmetology and Hairdressing, the SETQAA will appoint an evaluator for each of the disciplines.

These evaluators then form an evaluating team and visit the site at the same time on the same date for the same length of time.  Only ONE Site Visit Pack will be completed on behalf of a multi-disciplined Provider.  Each evaluator will remove out of the pack the relevant documentation regarding the discipline for which they have been appointed and record their findings.  

The General Institutional Requirements form as well as the Evaluators’ Summary of Site Visit are to be completed after consultation between the evaluators and should reflect consensus between all the team members.

4. The Day of the Site Visit

4.1. Arrival

The evaluator must arrive promptly as per the time that was agreed for the visit.  In the case of more than one evaluator, evaluators must meet outside of the institution as per an agreed upon time, as to ensure that all evaluators enter the site at the same time.
4.2. Contact Person

Upon the evaluating team’s arrival, the team must request the Contact Person to make an office or an unused room available to them for the duration of the visit.

The evaluators will agree on a time with the Centre Contact for a tour through the facility. Before the tour the evaluators must agree upon the schedule for the visit.

After the tour the evaluators begin their observations and evaluation of the institution.

4.3. Observation and evaluation

The evaluators must endeavour to seek as much evidence as possible to incorporate into the Evaluator’s Summary of Site Visit.

When necessary, the evaluators may engage education & training staff and learners in discussions.

4.4. Scope of Evaluation

Evaluators must ensure that they do not move out of the scope of the evaluation criteria.  The criteria that should be used are stipulated in the various checklists and forms contained in the Site Evaluators’ Pack.

4.5. Average duration of a Site Visit

The average duration of a site visit as determined by the SETQAA is between 2 to 4 hours.  Visits outside of this guideline must be motivated in the Evaluators’ Summary.

4.6. Completion of Evaluators’ Summary of Site Visit

The team must meet to review their findings in order to complete the Evaluators’ Summary of Site Visit document.

The team must check that all the required documentation is completed.

4.7. Feedback to Center Contact

After the team finalised the summary, a short summarised oral version of the findings are given to the Centre Contact.

4.8. Report to SETQAA

The evaluator dispatches the completed Evaluators’ Site Visit Pack to the SETQAA via courier, for attention The ETQA: Accreditation Manager.

	PRACTICAL TRAINING ROOM – HAIRDRESSING SALON CRITERIA


	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	LADIES, AFRO, GENTS HAIRDRESSING

	ITEM
	Minimum Quantity


	Actual Quantity
	Recommended No. of Learners
	Comments

	
	
	Room 1
	Room 2
	Room 3
	Room 4
	Room 5
	Room 6
	Room 1
	Room 2
	Room 3
	Room 4
	Room 5
	Room 6
	

	Back-wash basins
	1 per 2 learners
	
	
	
	
	
	
	
	
	
	
	
	
	

	Towels
	4 per learner
	
	
	
	
	
	
	
	
	
	
	
	
	

	Comb-out workstations and chairs
	1 per learner
	
	
	
	
	
	
	
	
	
	
	
	
	

	Driers (Hood)
	1 per learner
	
	
	
	
	
	
	
	
	
	
	
	
	

	Electrical plugs
	1 per learner
	
	
	
	
	
	
	
	
	
	
	
	
	

	Geyser and water pressure
	250 kl
	
	
	
	
	
	
	
	
	
	
	
	
	

	Floors:  Tiled / Wood / Novilon
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Lighting
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Mirrors (mounted)
	1 x 5m per workstation
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sterilisation equipment and liquids
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Trolleys
	1 per learner
	
	
	
	
	
	
	
	
	
	
	
	
	

	Running Water
	Hot and cold
	
	
	
	
	
	
	
	
	
	
	
	
	

	Waste Bins
	1 large per room
	
	
	
	
	
	
	
	
	
	
	
	
	

	Product  / Stock / Stock room
	At least 3 product ranges
	
	
	
	
	
	
	
	
	
	
	
	
	

	Recommendations:



	PRACTICAL TRAINING ROOM – HAIRDRESSING SALON CRITERIA


	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	 HAIRDRESSING BOARD ASSESSMENT & TRADE TEST CENTRE

	ITEM
	YES
	NO
	COMMENTS

	The assessment room has a minimum of 10 fully equipped work stations
	
	
	

	The assessment room complies with the practical training room criteria for Hairdressing
	
	
	

	There is a waiting area for models
	
	
	

	There is sufficient rest room facilities
	
	
	

	There is sufficient parking facilities for models
	
	
	

	Recommendations:




	PRACTICAL TRAINING ROOM CRITERIA – COSMETOLOGY SALON 


	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	                                                                                                  MANICURE & PEDICURE

	ITEM
	Minimum Quantity


	Actual Quantity
	Recommended No. of  Learners
	Comments

	
	
	Room 1
	Room 2
	Room 3
	Room 4
	Room 1
	Room 2
	Room 3
	Room 4
	

	Steriliser
	1 X 10 learners
	
	
	
	
	
	
	
	
	

	Manicure table
	1 per workstation
	
	
	
	
	
	
	
	
	

	Manicure bowls
	2 per workstation
	
	
	
	
	
	
	
	
	

	Chairs
	1 per workstation
	
	
	
	
	
	
	
	
	

	Pedicure tub
	1 per workstation
	
	
	
	
	
	
	
	
	

	Waste bin
	1 per workstation
	
	
	
	
	
	
	
	
	

	Towels small
	2 per workstation
	
	
	
	
	
	
	
	
	

	Towels large
	1 per workstation
	
	
	
	
	
	
	
	
	

	Number of fully equipped Practical Rooms
	Maximum of 12 workstations per room
	
	
	
	
	
	
	
	
	

	Total number of learners enrolled on Module
	Maximum of 24 learners per training room
	
	
	

	Recommendations:




	PRACTICAL TRAINING ROOM – COSMETOLOGY SALON
	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	                                                                                                                               MAKE - UP

	ITEM
	Minimum Quantity


	Actual Quantity
	Recommended No. of Learners
	Comments

	
	
	Room 1
	Room 2
	Room 3
	Room 4
	Room 1
	Room 2
	Room 3
	Room 4
	

	Steriliser
	1 X 10 learners
	
	
	
	
	
	
	
	
	

	Make-up area
	1 x 2 learners
	
	
	
	
	
	
	
	
	

	Plastic bowls
	2 per workstation
	
	
	
	
	
	
	
	
	

	Trolley
	1 per workstation
	
	
	
	
	
	
	
	
	

	Chairs
	1 per workstation
	
	
	
	
	
	
	
	
	

	Hand mirror
	1 per 2 workstations
	
	
	
	
	
	
	
	
	

	Waste bin
	1 per workstation
	
	
	
	
	
	
	
	
	

	Towels small
	2 per workstation
	
	
	
	
	
	
	
	
	

	Mounted mirror
	1 per workstation
	
	
	
	
	
	
	
	
	

	Number of fully equipped Practical Rooms
	Maximum of 12 workstations per room
	
	
	
	
	
	
	
	
	

	Total number of learners enrolled on Module
	Maximum of 24 learners per training room
	
	
	

	Recommendations: 




	PRACTICAL TRAINING ROOM – COSMETOLOGY SALON


	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	                                                                      WAXING

	ITEM
	Minimum Quantity


	Actual Quantity
	Recommended No. of Learners
	Comments

	
	
	Room 1
	Room 2
	Room 3
	Room 4
	Room 1
	Room 2
	Room 3
	Room 4
	

	Steriliser
	1 X 10 learners
	
	
	
	
	
	
	
	
	

	Plinth
	1 per workstation
	
	
	
	
	
	
	
	
	

	Plastic bowls
	1 per workstation
	
	
	
	
	
	
	
	
	

	Trolley
	1 per workstation
	
	
	
	
	
	
	
	
	

	Cold Wax Unit
	1 per workstation
	
	
	
	
	
	
	
	
	

	Hot Wax Unit
	1 per 2 workstations
	
	
	
	
	
	
	
	
	

	Waste bin
	1 per workstation
	
	
	
	
	
	
	
	
	

	Towels 1 x small and 1 x bath
	2 per workstation
	
	
	
	
	
	
	
	
	

	Client gown
	1 per workstation
	
	
	
	
	
	
	
	
	

	Dressing room
	1
	
	
	
	
	
	
	
	
	

	Number of fully equipped Practical Rooms
	Maximum of 12 workstations per room
	
	
	
	
	
	
	
	
	

	Total number of learners enrolled on Module
	Maximum of 24 learners per training room
	
	
	

	Recommendations:


	


	PRACTICAL TRAINING ROOM – COSMETOLOGY SALON
	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	MANUAL MASSAGE

	ITEM
	Minimum Quantity


	Actual Quantity
	Recommended No. of Learners
	Comments

	
	
	Room 1
	Room 2
	Room 3
	Room 4
	Room 1
	Room 2
	Room 3
	Room 4
	

	Steriliser
	1 X 10 learners
	
	
	
	
	
	
	
	
	

	Plinth
	1 per workstation
	
	
	
	
	
	
	
	
	

	Large Plastic bowl
	1 per workstation
	
	
	
	
	
	
	
	
	

	Trolley
	1 per workstation
	
	
	
	
	
	
	
	
	

	Waste bin
	1 per workstation
	
	
	
	
	
	
	
	
	

	Towels 1 x small and 1 x bath
	2 per workstation
	
	
	
	
	
	
	
	
	

	Client gown
	1 per workstation
	
	
	
	
	
	
	
	
	

	Dressing room
	1
	
	
	
	
	
	
	
	
	

	Number of fully equipped Practical Rooms
	Maximum of 12 workstations per room
	
	
	
	
	
	
	
	
	

	Total number of learners enrolled on Module
	Maximum of 24 learners per training room
	
	
	

	Recommendations:




	PRACTICAL TRAINING ROOM – COSMETOLOGY SALON


	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	FACIAL SKIN CARE

	ITEM
	Minimum Quantity


	Actual Quantity
	Recommended No. of Learners
	Comments

	
	
	Room 1
	Room 2
	Room 3
	Room 4
	Room 1
	Room 2
	Room 3
	Room 4
	

	Steriliser
	1 X 10 learners
	
	
	
	
	
	
	
	
	

	Plinth
	1 per workstation
	
	
	
	
	
	
	
	
	

	Plastic bowls
	2 per workstation
	
	
	
	
	
	
	
	
	

	Trolley
	1 per workstation
	
	
	
	
	
	
	
	
	

	Adjustable chair
	1 per workstation
	
	
	
	
	
	
	
	
	

	Electrical magnifier
	1 per 2 workstations
	
	
	
	
	
	
	
	
	

	Waste bin
	1 per workstation
	
	
	
	
	
	
	
	
	

	Towels 1 x small and 1 x bath or blanket
	2 per workstation
	
	
	
	
	
	
	
	
	

	Client gown or bath towel
	1 per workstation
	
	
	
	
	
	
	
	
	

	Vaporizer
	1 per 2 workstations
	
	
	
	
	
	
	
	
	

	Dressing room
	1
	
	
	
	
	
	
	
	
	

	Number of fully equipped Practical Rooms
	Maximum of 12 workstations per room
	
	
	
	
	
	
	
	
	

	Total number of learners enrolled on Module
	Maximum of 24 learners per training room
	
	
	

	Recommendations: 


	


	PRACTICAL TRAINING ROOM – COSMETOLOGY SALON
	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	FACIAL MACHINE TREATMENTS

	ITEM
	Minimum Quantity


	Actual Quantity
	Recommended No. of Learners
	Comments

	
	
	Room 1
	Room 2
	Room 3
	Room 4
	Room 1
	Room 2
	Room 3
	Room 4
	

	Steriliser
	1 X 10 learners
	
	
	
	
	
	
	
	
	

	Plinth with adjustable chair
	1 per workstation
	
	
	
	
	
	
	
	
	

	Plastic bowls
	2 per workstation
	
	
	
	
	
	
	
	
	

	Trolley
	1 per workstation
	
	
	
	
	
	
	
	
	

	Dressing room
	1 
	
	
	
	
	
	
	
	
	

	High Frequency Machine
	1 per 4 workstations
	
	
	
	
	
	
	
	
	

	Vacuum suction Machine
	1 per 4 workstations
	
	
	
	
	
	
	
	
	

	Brush Machine
	1 per 4 workstations
	
	
	
	
	
	
	
	
	

	Galvanic Machine for Desincrustation and Iontophoresis
	1 per 4 workstations
	
	
	
	
	
	
	
	
	

	Vaporiser
	1 per 2 workstations
	
	
	
	
	
	
	
	
	

	Electrical Magnifier
	1 per 2 workstations
	
	
	
	
	
	
	
	
	

	Waste bin
	1 per workstation
	
	
	
	
	
	
	
	
	

	Towels 1 x small and 1 x bath or blanket
	2 per workstation
	
	
	
	
	
	
	
	
	

	Client gown or bath sheet
	1 per workstation
	
	
	
	
	
	
	
	
	

	Number of fully equipped Practical Rooms
	Maximum of 12 workstations per room
	
	
	
	
	
	
	
	
	

	Total number of learners enrolled on Module
	Maximum of 24 learners per training room
	
	
	

	Recommendations:




	PRACTICAL TRAINING ROOM – COSMETOLOGY SALON


	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	ELECTROLOGY

	ITEM
	Minimum Quantity


	Actual Quantity
	Recommended No. of Learners
	Comments

	
	
	Room 1
	Room 2
	Room 3
	Room 4
	Room 1
	Room 2
	Room 3
	Room 4
	

	Steriliser
	1 X 10 learners
	
	
	
	
	
	
	
	
	

	Plinth
	1 per workstation
	
	
	
	
	
	
	
	
	

	Plastic bowls
	1 per workstation
	
	
	
	
	
	
	
	
	

	Trolley
	1 per workstation
	
	
	
	
	
	
	
	
	

	Electrical Magnifier
	1 per 2 workstations
	
	
	
	
	
	
	
	
	

	Galvanic Machine
	1 per 4 workstations
	
	
	
	
	
	
	
	
	

	Short wave diathermy Machine
	1 per 2 workstations
	
	
	
	
	
	
	
	
	

	Blend Machine
	1 per training room
	
	
	
	
	
	
	
	
	

	Waste bin
	1 per workstation
	
	
	
	
	
	
	
	
	

	Towels 1 x small and 1 x bath
	2 per workstation
	
	
	
	
	
	
	
	
	

	Client gown
	1 per workstation
	
	
	
	
	
	
	
	
	

	Number of fully equipped Practical Rooms
	Maximum of 12 workstations per room
	
	
	
	
	
	
	
	
	

	Total number of learners enrolled on Module
	Maximum of 24 learners per training room
	
	
	

	Recommendations:

	


	PRACTICAL TRAINING ROOM –NAIL TECHNOLOGY SALON
	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	NAIL TECHNOLOGY

	ITEM
	Minimum Quantity


	Actual Quantity
	Recommended No. of Learners
	Comments

	
	
	Room 1
	Room 2
	Room 3
	Room 4
	Room 1
	Room 2
	Room 3
	Room 4
	

	Steriliser
	1 X 10 learners
	
	
	
	
	
	
	
	
	

	Liquid Steriliser
	Sufficient for number of learners
	
	
	
	
	
	
	
	
	

	Plastic bowls
	1 per workstation
	
	
	
	
	
	
	
	
	

	Table
	1 per workstation
	
	
	
	
	
	
	
	
	

	Trolley
	1 per workstation
	
	
	
	
	
	
	
	
	

	Desk lamp or Electrical Magnifier
	1 per workstation
	
	
	
	
	
	
	
	
	

	Chair
	2 per workstation
	
	
	
	
	
	
	
	
	

	Curing lamp
	1 per workstation
	
	
	
	
	
	
	
	
	

	Waste bin
	1 per workstation
	
	
	
	
	
	
	
	
	

	Towels x small 
	2 per workstation
	
	
	
	
	
	
	
	
	

	Good ventilation - extractor
	Sufficient for size of room
	
	
	
	
	
	
	
	
	

	Number of fully equipped Practical Rooms
	Maximum of 12 workstations per room
	
	
	
	
	
	
	
	
	

	Total number of learners enrolled on Module
	Maximum of 24 learners per training room
	
	
	

	Recommendations: 

	


	PRACTICAL TRAINING ROOM – NAIL TECHNOLOGY SALON


	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	NAIL TECHNOLOGY BOARD ASSESSMENT CENTRE

	ITEM
	YES
	NO
	COMMENTS

	The assessment room has a minimum of 10 fully equipped work stations
	
	
	

	The assessment room complies with the practical training room criteria for Manicure & Pedicure
	
	
	

	The assessment room complies with the practical training room criteria for Nail Technology
	
	
	

	There is a waiting area for models
	
	
	

	There is sufficient rest room facilities
	
	
	

	There is sufficient parking facilities for models
	
	
	

	Recommendations:



	PRACTICAL TRAINING ROOM – COSMETOLOGY SALON
	
	
	

	Auditor 1
	
	Auditor 2
	
	
	

	COSMETOLOGY BOARD ASSESSMENT CENTRE

	ITEM
	YES
	NO
	COMMENTS

	The assessment room has a minimum of 10 fully equipped work stations
	
	
	

	The assessment room complies with the practical training room criteria for Manicure & Pedicure
	
	
	

	The assessment room complies with the practical training room criteria for Waxing
	
	
	

	The assessment room complies with the practical training room criteria for Manual Massage
	
	
	

	The assessment room complies with the practical training room criteria for Make-up
	
	
	

	The assessment room complies with the practical training room criteria for Facial Skin Care
	
	
	

	There is a waiting area for models
	
	
	

	There is sufficient rest room facilities
	
	
	

	There is sufficient parking facilities for models
	
	
	

	Recommendations: 

	                                                   EVALLUATOR’S SUMMARY OF SITE VISIT: 




Site Evaluator’s Code of Ethics:

Services Seta Education Training Quality Assurance Authority (SETQAA) has adopted this Code of Ethics to assure that SETQAA, through its committees and employees,  follows the highest ethical principles and continues to be worthy of the trust placed in it by the South African Qualifications Authority (SAQA) and the service providers which it considers for accreditation. Some of the principles set forth below are reflected in all policies approved by SETQAA. These principles and others have been brought together in a Code of Ethics to emphasize the importance of the manner in which the committees and employees conduct the

activities of SETQAA. Adherence to these principles will ensure that the highest standards of integrity and dedication to the objectives and purposes of SETQAA will be maintained.

I understand that I have a responsibility as a SETQAA site evaluator to adhere to the following:

1.
Professionalism

Site Evaluators must -

1.1. act diligently and with integrity and impartiality.

1.2. conduct all evaluations professionally and with proficiency. 

1.3. decline appointment, withdraw or request technical assistance when an evaluation  is beyond their competence or current capacity.

1.4. not contact the service provider or their representatives while handling an evaluation or after an site evaluation.

1.5. faithfully act within both the limitation and inclusions of the jurisdiction conferred by terms of reference, agreements or by law. 

1.6. not delegate their site evaluations to any other person without prior notice and the consent of SETQAA.

1.7. submit reports according to the stipulated deadlines or advise SETQAA timeously of the need to extend the deadline.

2.
Conflict of interest

2.1. A site evaluator must immediately disclose to SETQAA any interest or relationship that is likely to affect his or her impartiality or which might create a perception of partiality.  The site evaluator must inform SETQAA immediately about any such conflict if it arises before the process.   If the conflict emerges during the process the site evaluator must include it in the site evaluation report.  The duty to disclose rests on the site evaluator.

2.2. A site evaluator should decline appointment or recuse him or herself if a conflict of interest may give rise to bias or a perception of bias.  

2.3
I understand that I have a positive duty to disclose any relationships in the following categories I have now or have had in the past with any owner, employee, student, advisory board member, or trustee of the service provider to be evaluated:

· Service on a board or committee of an organization with the owner or a staff member of the service provider applying for accreditation.

· Student or graduate of the service provider.

· Employment at the service provider (including appearance on a list of potential substitute instructors).

· Work as a consultant to the service provider.

· A contractual relationship with the service provider.

· Submission of a complaint against the service provider to be evaluated.

· Any special relationship or personal interest in the service provider, or with an owner, staff member or student (i.e., the site evaluator's brother-in-law's daughter is a student there).

3.
Confidentiality

3.1.
While serving in the capacity of a SETQAA site evaluator, I will not knowingly use, distribute, or disseminate any materials presented to me at any time in connection with an evaluation for my personal or business gain. 

If I wish to consult with the service provider being evaluated about materials and/or techniques I would like to obtain, I agree to channel those requests through the SETQAA.
3.2
Information available to the site evaluator during the course of the process of the site evaluation should be kept by the site evaluator in the strictest confidence and should not be disclosed to any other party unless authority is obtained from SETQAA.

3.3
The outcome of all site evaluations and related documentation will remain confidential.

4.
Site Evaluation teams

4.1. In the event of the appointment of more than one site evaluator for a process, site evaluators must work together as a team and afford each other a full opportunity to participate.

5.
Outcomes of processes

5.1. The written evaluation report and the site evaluators invoice must be prepared and submitted together with the Evaluators Claim Form to SETQAA upon  completion of the site evaluation.

5.2. Copies of reports must be submitted to SETQAA electronically.  

5.3. Site evaluators should write definite, certain and concise reports which follow the SETQAA format.  

5.4. Site evaluators should not under any circumstances disclose a report/feedback to the provider party. The report is to be issued only to SETQAA and is to be signed and dated.

5.5. No clarification or interpretation of a report is permissible without the consent of  SETQAA.

5.6. SETQAA reserves the right to change/ amend etc. or to make recommendations in terms of the final report. The final decision will be made by the ETQA committee in terms of evaluation. It may be necessary for the site evaluator to attend an ETQA committee meeting should further clarification be required.

6.
Fees and expenses

Site Evaluators must -

6.1. not enter into any arrangement with parties regarding direct payment of fees. 

6.2. invoice the Services SETA for fees as stipulated and complete the Evaluators claim form.

6.3. maintain adequate records to support charges for services and expenses, and all such claims must comply with SETQAA’s financial policies and procedures.

7.
Quality control
7.1. Any site evaluator who breaches this Code of Ethics or refuses to comply with the administrative and financial procedures of SETQAA, or whose reputation is severely compromised through misconduct or poor performance as a SETQAA Site Evaluator or through their broader professional work, may be removed from the site evaluator panel at the discretion of SETQAA.  

I understand and agree to the following conditions: SETQAA does not guarantee appointment as a site evaluator, or any number or frequency or scheduled on-site evaluations if I am appointed. I, hereby certify that I have read and understand the above SETQAA Code of Ethics for Site Evaluators and do agree to abide by this code.

_________________



________________

Site Evaluator 




Signature Date
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