	
[image: ]	
			P.O. BOX 53914 
	                                                                                                                                               WIERDA PARK
	                                                                                                                                           CENTURION 
		                            Tel:  +2712 6602696 
Fax: 0864258062
		e-mail: admin@ceepsa.org		  Website: www.ceepsa.org


INFORMATION MANUAL FOR CEEPSA TRAINING PROVIDERS
	

Contents
											Page
												
	1 
	Introduction  
	3

	2 
	Objectives   
	3

	3 
	What is a CEEPSA Training Provider?   
	4

	4 
	Conditions for endorsement as a CEEPSA Training Provider.  
	4

	5 
	Benefits of being a CEEPSA Training Provider   
	5

	6 
	Types of CEEPSA endorsed Training Providers  
	5

	7 
	Scope of Training provision   
	6

	
	        7.1 Equine Professional
	7

	
	        7.2 Equestrian Professional
	8

	8 
	Training Provider code of conduct  
	9

	9 
	Verification of Training providers 
	9

	10 
	CEEPSA’s programme strategy for the provision of learning 
	10

	12 
	Learning materials and Training Manuals  
	19

	13
	Use of Training providers own learning material   
	19

	
	            13.1 Verification of own learning material and workbooks  
	20

	14
	Training provider responsibility of learner registration with CEEPSA  
	20

	
	14.1 Learners who are already members of CEEPSA 
	20

	
	14.2 Learner Feedback forms to CEEPSA   
	20

	15
	Financial implications for CEEPSA Training Providers   
	21

	
	            15.1  Annual Training Providers fee  
	

	
	            15.2  Verification costs   
	

	16 
	Implications of non-compliance of Training Providers   
	22

	
	   16.1  Three- step warning process 
	

	
	            16.2  List of possible non-compliance issues 	
	

	
	         16.4  Training Providers appeals policy 
	

	
	         16.5  Training Providers appeals procedure 
	

	17 
	Learner behaviour on CEEPSA endorsed courses  
	26

	18
	CEEPSA Training Provider Certificates   
	27

	
	18.1   Validity Status and renewal 
	

	
	           18.2  Scope of training provision reflected on the Certificate 
	

	19
	CEEPSA’s record keeping of Training Providers 
	28

	
	19.1  CEEPSA records 
	

	
	19.2  Training provider Scope and updates 
	

	
	19.3  Payment of annual Training provider fees 
	

	
	19.4  Compliance and non-conformance 
	

	20
	Training Provider’s Code of Conduct 
	29

	21
	Acknowledgement of this MOA
	31

	
	21.1   Submission of agreement 
	

	
	21.2   Acknowledgement of submission 
	32

	
	
	

	
	Acknowledgment of the CEEPSA MOU Return Form 
	33



This MOA has to be read in conjunction with the documents in the list below. 

	Form code 
	Title of document / form / policy 

	
	Training Provider Endorsement Application form Phase 1 - intent 

	
	

	
	Training Provider Endorsement Application form Phase 2  

	
	CEEPSA Code of Ethics 


[bookmark: _GoBack]
1. Introduction  

Given the standards of the provision of learning (and assessment) firstly by CEEPSA, as a Professional Body registered with SAQA, it is imperative that all CEEPSA endorsed Training providers understand and conform to the rules, regulations, processes, procedures and standards set out in this document. 

This Memorandum of Agreement (MOA) will give detailed information regarding all aspects of provision of learning by CEEPSA endorsed Training providers.  It will provide you, the Training provider with all the information you need to know in order for you to conform to the required processes and procedures as set out by CEEPSA in terms of provision of learning (training). 

The policies regarding the actual provision of learning process and procedure include all the requirements for a learner training facility from provision of accommodation and food (where applicable) to the practical training provision, storage of learner information, provision of learning materials and conformance to all aspects of the CEEPSA verification checklist for training providers. 

This MOA outlines all the requirements set for the endorsement of CEEPSA training providers  including a Training Providers Code of Conduct, the provision of learning policies that need to be adhered to when carrying out training and the consequences of not conforming to the CEEPSA criteria and requirements. 

2. Objectives  

The objectives of this MOA are to ensure that all CEEPSA endorsed Training providers are fully aware of what it entails being a CEEPSA endorsed Training provider.   
The information contained in this MOA is to be read, understood and put into practice by all CEEPSA endorsed Training providers.  With the understanding and knowledge gleaned from this document it will be expected of all CEEPSA Training providers to carry out learner training according to the policies and procedures set out by the Professional Body.  The reason for these policies, procedures and training providers Code of Conduct, is to ensure that the standards of not only training and assessments, but of the services that are offered through CEEPSA endorsed providers of training and internal assessments are maintained.  The ultimate aim is to produce knowledgeable and ethical equine and equestrian professionals proud to be associated with CEEPSA. 

It is hoped that an understanding of this document will ensure that all CEEPSA Training providers carry out learner training according to the standards expected by CEEPSA.   All the CEEPSA endorsed Training providers will conform to the criteria set out not only in terms of the quality of training, but in terms of the quality of professionals being trained and declared competent against internationally accepted standards.

3. What is a CEEPSA Training Provider?  

An endorsed Training provider is an organisation, company or group consisting of individuals who take on the responsibility for the provision of learning towards unit standards, skills programmes and other CEEPSA recognized qualifications.   A CEEPSA endorsed training provider subscribes to the criteria, policies and procedures, rules, learning provision strategies and the standards set by CEEPSA in terms of training.   A training provider is endorsed as per the company name if the provider has an individual or a number of individuals responsible for the provider company’s training.  These individuals are referred to as the Training provider individual(s) who take on the responsibility for the provision of training. The endorsed training provider employs a principle trainer according to CEEPSA criteria and possibly other “secondary-trainers” or subject matter experts within their individual specialist capacity.  Most CEEPSA endorsed Training provider individuals should  be qualified and registered as assessors.  
It is important that as a CEEPSA endorsed training provider you understand that the provision of training of a learner, for whatever unit standards, skills programme or other CEEPSA recognized qualification, that you play a large role in determining this learner’s future.   As a Training provider you need to be aware of this and this should make you apply all the procedural requirements and carry out all aspects of training and assessment as per CEEPSA’s criteria.  The criteria are based on the standards that CEEPSA require and in the interest of the learner’s development.   
There are many professionals who did not receive a “privileged” education and are still not on a par academically with all other professionals, so without dropping standards we need to focus on different types of teaching (learning) methodology.

4. Conditions for endorsement as a CEEPSA Training Provider 

There are a number of criteria to which training providers need to conform in order to apply for endorsement as a recognised Training provider by CEEPSA. These are detailed in this document and the Memorandum of Agreement.  

5. Benefits of being a CEEPSA Training Provider   

1. As an endorsed Training provider you will be entitled to make use of the CEEPSA logo on your course material and in any marketing material for the sole purpose of promoting you as a CEEPSA endorsed Training Provider. 
2. As an endorsed Training provider you will be entitled to list your name on the CEEPSA website free of charge, under the relevant section, and that you may supply not more than 100 words of text, subject to approval by the management of CEEPSA, to promote your services. 
3. As an endorsed Training provider you may advertise in the CEEPSA Newsletter to promote your services as a Training Provider. This advert will be charged for at the applicable rates. 
4. As an endorsed Training provider you will be associated with CEEPSA’s high standards of training, assessing and quality of outcomes.


6. Types of CEEPSA endorsed Training Providers  

Within CEEPSA there are a number of different Training providers based on what type of programmes they deliver.    
Training providers may offer either practical or theoretical training or a combination of both. The provision of learning may be in the form of an introductory course, a single subject, a skills programme, components of or, part qualifications, an advanced specialist course or a refresher course. 
	
The endorsement of some courses by CEEPSA may be based purely on the provision of theoretical knowledge.  Other endorsed courses focus largely on the provision of practical training and provision of such experiential learning. 

It is important that endorsed training providers adhere to the scope of their endorsed training and any possible restrictions placed on the delivery of training.  Training providers cannot just add unit standards, skills programmes or qualifications without submitting the relevant material (paperwork) for an extension of their endorsed scoping with CEEPSA.  If a Training provider is endorsed for a theoretical course only they cannot just assume that they can start practical training without first being given the go-ahead by CEEPSA.  
Need to include CPD ACRIVITIES

CEEPSA has endorsed training providers in the following categories with requirements and benefits: 
1. Providers who are endorsed only with CEEPSA  
· Must be a registered legal entity with the registrar of companies as a training provider.
· Have to complete Phase 1 and Phase 2 of endorsement application 

2. Providers who are endorsed by CEEPSA and are accredited with a SETA need to complete Phase 1 of endorsement application only. 


7. Scope of Training provision   

A Training provider can only offer training courses (and advertise as such) what the Training provider has been endorsed to train under CEEPSA’s name.   The endorsed Training provider will be entitled to train (and advertise) courses as per the CEEPSA scoping of relevant qualifications or Skills programmes and relevant specialist fields within the equine/equestrian industry.  

Training providers can add to their scope of training by attaining new general and/or specialist qualifications by providing evidence for such as per the CEEPSA Training provider verification lists. 
The scope of the Training provider will appear on all CEEPSA Training provider lists and on the Training provider Certificate.   
It is important that Training providers (and their Assessors) understand how the CEEPSA professions and in turn, qualifications are structured as this is relevant to the provision of training.  
 
Professional designation details
7.1 CEEPSA Equine Professional 	

A professional equine practitioner follows a career working with horses (including donkeys & mules), but not necessarily riding them. The occupations catered to for these professionals are in the fields of care, management, education, welfare and auxiliary and complimentary services for equines. 
The awarding of the professional designation is by fulfilment of the assessment criteria, either by way of practical evidence examination/s and/or a portfolio of evidence in the prescribed format/s.
Persons recognised for the award of the designation Equine Professional are required to demonstrate 70% practical application of knowledge together with 30% theoretical application of their knowledge. Learning can be undertaken in non-formal; informal or formal environments.

Learning is graduated and sequential skills are honed in the workplace. Specialised pathways determine the timeframes to competence. A professional equine practitioner will be required to be in possession of EQASA’s (or international equivalent), horse care and horse management proficiencies, together with the specialisation requirements where relevant, to obtain the award of a professional equine practitioner.
Competency assessments are conducted by the Equestrian Qualifications Authority of Southern Africa (EQASA) either by way of RPL and/ or evidence examinations. The assessments are aligned to the International Group for Equestrian Qualifications
Professional designation progression pathway
	
· Apprentice Equine Professional
· Equine Professional – Category 1  (Groom)
· Equine Professional – Category 2  (Head Groom)
· Equine Professional – Category 3 (Stable Yard Manager)
· Master Equine Practitioner (Specialist: Stud Management etc.)








7.2   Equestrian Professional

A professional equestrian (male); equestrienne (female) practitioner, is engaged in a career pertaining to the riding of horses and associated skills and, from which they earn all, or part of their livelihood.
The awarding of the professional designation is by fulfilment of the assessment criteria, either by way of practical evidence examination/s and/or a portfolio of evidence in the prescribed format/s.
Persons recognised for the award of the designation Equestrian Professional are required to demonstrate 70% practical application of knowledge together with 30% theoretical application of their knowledge. Learning can be undertaken in non-formal; informal or formal environments.
Practical experience is required. Learning is graduated and sequential skills are honed in the workplace. Specialised pathways determine the timeframes to competence. A professional equestrian practitioner will be required to be in possession of EQASA’s (or international equivalent), horse care; horse management and personal riding proficiencies to obtain the award of a professional equestrian practitioner.
Competency assessments are conducted by the Equestrian Qualifications Authority of Southern Africa (EQASA) either by way of RPL and/ or evidence examinations. The assessments are aligned to the International Group for Equestrian Qualifications

Professional designation progression pathway

	 
· Assistant Equestrian Professional (e.g. Riding Instructor; Tourism guide Mounted policeman etc.)
· Equestrian Professional – Category 1
· Equestrian Professional – Category 2
· Equestrian Professional – Category 3
· Master Equestrian Practitioner (International expert)






8. Training Provider code of conduct  

All CEEPSA endorsed Training providers are obliged to sign the CEEPSA “Training Provider Code of Conduct”.  In terms of the Code of Conduct the term “Training provider” includes individual trainers associated with the endorsed Training provider.  Refer to the Training Provider Code of Conduct under section 23 of this MOA and the Appeals form in the Appendix section of this document for the Disciplinary and Appeals processes within the Association. 

9. Verification of Training providers  

All training providers will be required to go through a verification visit as per the CEEPSA Endorsement Verification practices Criteria and guidelines document (Form EVP01). Any change to the status of a CEEPSA endorsed training provider to that of cancellation of endorsement due to any reason, including the result of disciplinary action, will lead to the requirement of a re-verification visit by an official CEEPSA representative if the training provider wished to re-apply for endorsement status.

Any other major changes, as in re-location or inclusion of a new specialist subject to be trained will require another compulsory verification visit by an official CEEPSA representative.  
Refer to the requirement concerning the cost of Training provider verification in this MOA. 

10.   CEEPSA’s programme strategy for the provision of learning   

10.1   Description of Instructional strategy

Instructional strategy refers to the approach and methods made use of during delivery.  This refers to what the training provider has to do.  

10.2   Instructional strategy 

· Lecture room / Theory interventions will be based on a Trainer-Centred Strategy.   In  this  type  of  strategy the  trainer/ facilitator  leads the learners through  a series  of  learning  events (i.e. lessons, exercises, activities and experiences) towards the achievements of certain set objectives.  The pace, tactics, sequence, etc. is decided and controlled by the facilitator. (never-the-less with interactive facilitation and optimum learner participation). 

· Practical / simulated workplace experience (supervised and facilitated at the Training provider’s facilities) will be based on both a learner-Centred Strategy and a combination strategy, determined by specific requirements of the relevant subject.  In a learner-centred strategy the onus and responsibility for learning is placed on the learners.  The learner is involved far more in the pace-setting, choice of materials and general management of learning, with the facilitator operating more as a resource or manager of resources upon whom the learner is able to draw.  A combination strategy integrates the other two types and depends very much on what is being learnt, and the constraints which have to be worked in.

· Workplace experience should be congruent with foundational competence therefore practical application should follow soon after theory sessions.  Delivery will be based on a learner-centred strategy.

 10.3   Instructional approach 

· In the classroom and whilst performing workbook tasks, assignments and projects, the learning will be direct.  A ratio of more than 30 learners per facilitation will not be exceeded. 
· Workplace experience (real or simulated) will emphasize interactive learning.  Ratio should ideally remain at 10 or less learners per facilitator at the provider’s facilities, and a maximum of 5 learners per workplace mentor / coach should not be exceeded. 
· Each workplace exposure (real or simulated) of each learner will be reviewed and subsequently used as shared experiences and case studies to develop reflexive competence of all learners. 


 10.4   Access to a variety of delivery options and methods:  

· The  specific  criteria  set is  for  delivery  methods  to  be  effective,  efficient  and  engaging.     Effective   learning activities will cover the content and help participants meet the explicit outcomes of the training.   

· Efficient activities will do this in ways that are sensitive both to time and the energies of the learners, that is, they will not make learning unnecessarily complex or waste time.  Engaging activities will be inviting learners to participate actively in learning – to interact freely, and to bring their past experience to all of these interactions and activities. 
	
· The programme has been structured in such a manner to enhance experiential learning.  Knowledge and understanding precede workplace experience or practical experience (real or simulated) and reflexive components. 

· Methods of delivery and facilitation will address needs of all types of learners – special needs, slow and fast, visual, auditory or kinaesthetic.   The emphasis will always be to maximise the learner’s direct involvement, and to limit stereotypical lecturing. 

· Structured simulated workplace experience will provide real-time learning opportunities.  The inclusion of less commonly encountered situations through simulations and role-plays will enhance this experience. 

· Self-study, research and referring to the reference collection, assignments, projects, presentations and workbook exercises complete the delivery options.   

    Delivery methods may include: 
· Classroom lectures 
· Practical sessions 
· Questioning 
· Reading and discussion 
· Case studies 
· Observations 
· Role playing 
· Simulations 
· Mentored active workplace experience 


10.5   Description of learning Strategy 

This refers to how and when learning takes place, i.e. what resources are available, and what is expected of the learner.  
10.6   Theory provision: 
Facilitators / Assessors 
· Training provider presenters are be registered members of CEEPSA 
· Training provider presenters should be registered as assessors with the ETDP SETA. 
· Training provider presenters will be experienced Subject Matter Experts.   
· All Training provider principle trainers will have an IGEQ Level 1 qualification  

10.7   Learning facilities: 
Adequately equipped lecture facilities (not necessarily classic classrooms, as lecture facilities could be semi-open outdoor style lecture areas).  These facilities should be conveniently located to areas for practical simulated workplace environments.   Some learning programmes may be structured in such a manner that theoretical lectures take place at different times to the practical experiential training.  Thus the lecture facilities for theoretical learning may not always be within the same area used for the practical training component.  However, both facilities must be made use of during the training delivery for particular skills programmes. 
10.8   Expectations about the learner 

It is important to realise that training according to the outcomes-based education and training system (OBE) of SAQA, has changed the previously subordinate role of learners to one of self empowerment.  With this change there are some very significant responsibilities for the learner. 
· The learner is responsible for his/her own learning and should ensure that they manage their study, research and portfolio time responsibly.  The facilitator/Trainer is there to help but definitely not to spoon-feed the learner. 
· Learner activities are generally learner driven – they are to make use of the learning material in the manner for which it is intended, and they should be familiar with both the outcomes and specific assessment criteria for the relevant subject/s.
· The facilitator is there to reasonably assist during contact, practical and workplace (real or simulated) time of this skills programme -  it is the learner’s responsibility to make sure that the opportunity is utilized to its full. 
· Learners are required to attend all classes, always be on time according to laid down times and procedures during the training programme. 
· Learners are expected to participate, ask questions and take responsibility to master the subject at hand and do their best. 
· If learners are placed in a specific working group within the programme, they would be expected to remain as placed, without causing continual disruptions just because a friend(s) is in another working group. 
· Learners are to always complete the attendance register and logbooks.  It is the learner’s responsibility if they have not seen to it and the Assessor decides that there is insufficient evidence on   which to base a   declaration   of competence, it will be the learner’s problem alone. 
· Learners are to complete all workbooks, projects and assignments when they are due.  Never to copy the work done by any other learner, and never to allow another learner access to their own work.  This would be regarded as fraud and could disqualify the learner from continuing with the programme. 
· If the learner is on a learnership, thus someone else paying for the learner’s (free) training,  the learner has to absolutely comply with all stated requirements.  If the learner abuses any condition, the facilitator, trainer, assessor, training provider or employer have the right to evict the learner from the course without compensation or obligation.  This will obviously only happen after being informed / warned beforehand, unless it is a workplace offence with summary dismissal.   The  learner  does  have the  right  to  appeal   according  to  the  policies  and  procedures  set  out by the  training  provider and  CEEPSA and any such disciplinary action will be fairly dealt with. 

It is important to note that the training provider is in place to help the learner as best they can.  The intention is never to prejudice the learning.  But it is expected of the learner to take his/her progress seriously.  This is not the place to loaf and mismanage the learning programme.  A distinction is made between a slow and a lazy learner.  The latter are not tolerated, but the slow learner situation is recognised.  Slow learners must be accommodated, even if it takes extra time, as long as the learner cooperates to the best of his/her ability. 

10.9   Roles and responsibilities of Facilitator / Coach / Mentor 

The Facilitator (trainer, teacher, instructor, coach, mentor) will facilitate all the learning.  This person will advise and guide the learner through the entire process.  S/he will present lectures, organise learner participation and various lecture room activities and assignments.  The facilitator manages time according to the programme curriculum and time table.  The facilitator is also a source of help and advice and is both the coach and mentor during the programme.  This person has a huge responsibility, it is important that the learners understand that the role of the facilitator, the authority and his/her time should be respected, and no way be abused. 
The learners will receive instruction during lecture room sessions.  The learners will be issued with a syllabus and relevant learning materials.  
The facilitator will keep and administer a small library / media centre with information or books that will be available to the learners on the programme.   This will enable the learners’  the opportunity  to do further research  and give the learner access to additional study material.  It is important to note that it will be strictly managed and may only be available to learners when supervised. 
The learners will receive instruction during practical sessions out in the natural environment with the experienced facilitator.  Actual workplace simulation will be carried out during a number of the practical instruction sessions, including practical internal assessment sessions.  Each module of the skills programme which includes both a theoretical and a practical component will be managed by the facilitator.  
This is to make sure that all components of the each module have been completed and that the learner has submitted all required assignments for the relevant aspects of each module. 
Learners will be exposed to the real workplace environment during skills programme delivery and will work alongside an experienced professional who has already acquired the necessary knowledge and skills.  
The facilitator will manage an attendance register (group and individual), receive, review and sign assignments, projects and open-book questions in workbooks and/or training logbooks.  The facilitator is usually also the internal assessor and therefore will also record and assesses all evidence that learners provide, or tasks that are performed by the learners. 
Apart from providing resources necessary for the programme, the training provider is also responsible for all administration, quality management system and for interacting with CEEPSA.  The Training provider is responsible to assess progress and to implement improvements when and where necessary. 

10.10   Outcomes-based, experiential learning strategy 

The many limitations and flaws of the education training and development environment prior to the introduction of the National Qualifications Framework system have been recognised.  A specific effort is made in skills programmes to ensure true competence is achieved by individual learners.  This requires applied competence – the ability to draw on different things learnt (knowledge, or foundational competence) and to apply these skills   (practical competence) and understandings in new and unique contexts and situations (reflexive competence, or critical cross-field outcomes).  Competence therefore does not simply mean the ability to carry out exactly the same action that has been taught in exactly the same context.   It is also clear that the emphasis is not only on knowledge for the sake of knowledge (like the previous system of education), but on what is essential to perform in different contexts.  Great emphasis is therefore placed on experiential learning.  With modules and learning events of the skills programme the following sequence (there may be some slight variations depending on the individual facilitator’s programme), is generally adhered to:  

· Outcomes analysis (exit level, learning and activity outcomes) These outcomes are derived from so-called “unpacking” relevant unit standards, specific outcomes, assessment criteria, range statements, essential embedded knowledge and CCFO’s.  Learners as individuals or in groups, analyse the exit level learning and activity outcomes and present their findings.  The facilitator ensures that all the gaps in understanding and interpretation are covered. 

· Linking to previous and/or related outcomes.  The big picture, logical sequence and 
“cause-and-effect” are continually considered.  It is an interactive process with input and participation from the learners which is facilitated by the Facilitator. 

·        Developing foundational competence.  A solid foundation of knowledge is necessary before               practical competence or reflexive competence can be successfully achieved.  

The process is started by an introduction to relevant subject matter (the learning material) by various methods of facilitation. An emphasis is placed on maximising learning efficiency and learner participation by means of a variety of facilitation methods. 

· Assignments.  The process of developing foundational competence is enhanced by learners completing various assignments and questionnaires, supporting it with self-study and researching additional subject matter references.  The process is explained in the lecture room environment, but the tasks are carried out at a later stage.  Some assignments are designed to involve small syndicate groups of learners. However the majority of assignments, questionnaires and acquiring the expected level of essential embedded knowledge are carried out by the individual learner.

· Preparing for practical sessions and structured or simulated workplace experience.  The learner is briefed on the ensuing practical, real or simulated workplace experience, and how theory and practice will be integrated.

· Learner guidance and support.   The facilitator and/or mentors provide coaching, guidance and support during ensuring sessions.  This could be in connection with self-study, research, practical course sessions and active work experience.

· Developing practical competence.   During the ensuing period the aim will be to develop practical competence, and the practical reinforcement of foundational competence.  This will take place under supervision or tuition by a competent and operational person.   Practical demonstrations  will usually  be followed  by  workplace or simulated supervised practice, gradually developing the required practical skills of the learner.  The facilitator will continuously circulate among learners in all areas and ensure that practical learning events remain relevant and productive.  The facilitator will also assume the role of mentor and coach.  Emphasis will be on developing professional ethics.  Over time these skills will be enhanced with improved customer service, better interpersonal relations, better communication and application of skills. 

· Feedback from learners on tasking (assignments, projects and knowledge questionnaires).  Before resuming the next lecture room / theory phase all tasks and projects due at the time are expected to be completed and handed in to the facilitator.  In this formative assessment event, gaps in terms of understanding and interpretation, if there are any are identified.  The facilitator returns projects (with comments, notes and corrections) to, and discusses individually with learners to concentrate on any gap closing activities that may be evident. 

· Group discussion of assignments and projects.  This allows learners opportunity to self-assess their own gap closing efforts and progress against the general benchmark of the skills programme. 

· Formative assessment of knowledge retention.  Lecture room verbal questioning, or written test, with learners exchanging questionnaires and marking against model answers. 

· Review of previous theory and practical components.  A brief review of the previous modules covered is carried out by the facilitator to ensure that all learners are working from the same page. 

· Debriefing and linking to outcomes achievement.  By this stage the learner should have attained foundational competence, or should be very close to achieving it. 

· Prepare learners for summative assessment.  Generic aspects are discussed with the group of learners, but the pre-assessment briefing and plan is conducted on an individual basis with each learner. Within the skills programme the learner may enter a second phase of structured or simulated workplace experience. 

· Learner integrates “job” skills with “the way of doing the job”.  The learner continues to develop previously acquired workplace skills and start to develop new ones.  At the same time the “way of doing the job” is practised and improved (safety, interpersonal relations, professional interpretation, etc). 

· Learner prepares for summative assessment of essential embedded knowledge.  This is done by means of intensive study and revision of course material and learning exercises. 

· Learner prepares for summative assessment of practical competence and reflexive competence.  Further workplace experience is gained.  Previously learned skills are honed under supervision and coaching from the facilitator and/or mentor.   

Further formative assessments are conducted.  The learner is now continuously exposed to CCFO’s (if not naturally occurring then through role-playing or simulations) 
· Summative assessment event.  As soon as the learner is ready the learner will participate in all external assessments according to the EQASA assessment strategy.  These would include questioning, observations and deminstraiton.  These assessments can take place at any time once the learner is ready.  However, this would normally take place during the scheduled formal period of summative assessment events. 








 10.11   List of minimum course resources (Teaching aids)

	Physical / equipment 	
Resources (theory, practical and simulated workplace requirements, where relevant)  Course takes place in an equine/equestrian environment 
	Whiteboard / Blackboard , Flipcharts               
Computer / Power-point projector (If available – not a prerequisite)                               
All equipment required per specific practical task and according to the assessment criteria.

	Learning resources (Course material, textbooks - prescribed reading, slides, hand-outs, etc) 
	Facilitators guide / Learning material guide                      
Learner workbook/file / Assessment (evidence guide)        
                        
Prescribed reading – textbooks                        
Theoretical assessment forms

	Media resources (Access to 
magazines, newspapers, internet, videos, etc.) 
	videos / DVD’s (Relevant to the particular course)                                                                 
Equine/equestrian magazines                          
Relevant internet websites     
Informative wall posters 

	Workplace requirements 
	An approved equine/equestrian venue. 



10.12   Learner Support Pack 
The learner Support Pack consists of the following:
1. Learner Induction and programme Guide 
· Learner introduction and orientation 
· Programme overview, time table and schedules 
· Prescribed learning materials – Textbooks 
· Learner’s role and responsibility 
· How to use resources in the learner’s support pack, how to integrate the training manual and the learner’s workbook, and preparation for assessments. 

2. Study Guide and Training material 
· An overview of each module (Learning outcomes) 
· Reference material – The relevant unit standards, converted into exit level, learning and activity outcomes, are rearranged to conform to the individual modules, and within a module according to logical progression. 

3. Learner’s Workbooks/Files 
· An overview on how to use and complete the practical and theoretical workbooks, the logbook and the requirements in terms of its contribution firstly as evidence in the learner’s portfolio and secondly to prepare the learner for both the theoretical and practical assessment. 
· Various projects and assignments. 

4. Assessment Guide 
· An overview of the assessment process, principles, policies and procedures, and the quality management system (including moderation and verification) 
· General and specific pre-assessment meetings and assessment planning to prepare the individual learner. 


12. Learning materials and Training Manuals  

Training providers may make use of their own learning materials as long as these include learning outsomes as set by EQASA for the relevant subject/module.   Training providers may train anything over and above what is indicated in the EQASA syllabus recommended  reading as this points to the individuality of each training provider.   

Training providers must ensure that all information in the EQASA syllabus/IGEQ matrix is covered within their course for a number of reasons: 

· Conformance to the accredited learning materials 
· Conformance to the EQASA syllabus and IGEQ matrices
· Conformance to the assessment requirements 
· Learners are exposed to information that will be required for the theoretical and practical assessment 

13. Use of Training providers own learning material   

Training providers may make use of their own learning materials as long as the Training provider’s own learning materials includes the basic EQASA outcomes.   Learners may come back to CEEPSA after having taken an external assessment and state that “they were never taught that by their training provider”. . However, as long as the learner is in possession of the relevant EQASA syllabus they will have been exposed to everything that may appear in the external assessments. Training providers must ensure the information between their own manuals and the EQASA recommended manuals is not contradictory.   

13.1   Verification of own learning material and workbooks  

If training providers want to make use of their own learning materials during the training of learners, these learning materials will need to be verified by an official CEEPSA representative (moderator) to ensure that they include the EQASA syllabus and that they conform to the outcomes based method of learning.  The verification of learning materials used will be carried out at the same time as the overall verification visit to the training provider facilities.

14. Training provider responsibility for learner registration with CEEPSA   

14.1   Learners who are already members of the Professional Body 

If learners attending a course run by a CEEPSA endorsed Training provider are already registered as a member with CEEPSA it is important that the training provider ensures that they are currently paid-up members with the Council.   This is easily accomplished by contacting the CEEPSA office and verifying the learner.   
14.2   Feedback forms 

It is important that the feedback forms to be completed by learners attending a course are issued to the learners on completion of the course.  As a training provider you need to inform the learner that they must send the Course feedback form straight to the CEEPSA office.  This form is not to be given to the training provider.   Inform the learner that those forms are confidential and meant for the CEEPSA office only.  This is one of the ways in which the Professional Body can get feedback as to the quality of the provision of training and assessments.  
 
15. Financial implications for CEEPSA Training Providers   

15.1   Annual Training Provider fee  
Training providers are to pay an annual fee for endorsement with CEEPSA.  This fee will be increased on an annual basis.   
All Training provider annual fees need to be paid to CEEPSA (with proof of payment) by the middle of February each year.  If payment is not received by the middle of February, CEEPSA will have to remove the respective training provider from the website and training provider list until such time as the annual fees have been paid. 

Notice period for increase in annual fees 
The training providers will be given enough warning in terms of the annual fee changes.  The increase in fees will usually be indicated a year in advance, giving training providers the opportunity to make adjustments to their own student fee structure and annual Budget.  

15.2   Verification costs   
All training providers will be required to go through a verification visit (or a number of visits until such time as endorsement is awarded) as per the CEEPSA Verification document by an official CEEPSA representative on application for endorsement.  The Training provider will have to cover the cost of the verification visits to the Training provider facilities.  An invoice will be issued to the Training provider for payment of the verification visit.  The cost of the verification visit includes travel costs and time cost.  Depending on the location of the training provider facilities the CEEPSA verifier may have to be accommodated for at least 1(one) night at the training facilities.   

The logistics of the verification visit will need to be arranged between the Training provider and the CEEPSA official representative.    
Any change to the status of a CEEPSA endorsed training provider to that of cancellation of endorsement due to any reason including the result of disciplinary action will lead to the requirement of a re-verification visit by an official CEEPSA representative if the training provider wished to re-apply for endorsement status.  This re-verification visit will be at the cost to the Training provider.   

Any other major changes, as in location or inclusion of a new specialist guiding qualification to be trained will require another compulsory verification visit by an official CEEPSA representative at a cost to the training provider.  

16.   Implications of non-compliance of CEEPSA Training Providers    
	
 16.1 Three-step warning process  

A “3-step warning process” will be adhered to for certain type of non-conformance, at which point the Training Provider representative will be called to a disciplinary hearing and then suspended if found guilty.  Records of all non-compliance will be kept (spreadsheet and individual training provider file). The Training Provider will be informed of the recorded “non-conformance” and the Training provider will be asked for reasons for the type of non-conformance.  A disciplinary hearing will usually only be held after three offences have been committed. However depending on the type non-conformance, a disciplinary hearing may be required after a single non-conformance issue. 
Any breach of the MOA may result in a disciplinary hearing with certain material breaches (Refer to the list of non-compliance offences) resulting in instant cancellation of contract and loss of all benefits as a CEEPSA endorsed Training Provider.   
For Disciplinary action to take place, material and compelling proof will be required.  If found guilty, an applicable Administrative monetary fine (actual amount of the fines is still to be determined) will be imposed for the non-compliance and if the Training Provider is to be suspended, a clear notification in all means of communication will be carried out to inform members that the particular Training Provider has been suspended until further notice.  (Refer to the list on the next page of non-compliance offences that will result in a monetary fine only) 
 16.2   List of possible non-compliance offences for Training providers: 

	No 
	Non-conformance 
	Possible outcome 

	1. 
	Non-payment of annual Training Provider’s fee. 
	Suspension, until such time as the fee is paid 

	2. 
	Any evidence indicating that the training provider is not present for 90% of the course duration and allowing other students to carry out training. 
	Disciplinary hearing after a single offence. 

	3. 
	Any evidence indicating that the training provider is not conforming to the set course programme indicated to learners at the start of the course. (Not providing learners with what was advertised) 
	Disciplinary hearing after a single offence. 

	4. 
	Any evidence that suggests the training provider has allowed the behaviour of learners to disrupt the progress of the course and other learners due to the consumption of alcohol or the use of drugs of any nature. 
	Disciplinary hearing after a single offence. 

	5. 
	Any evidence that suggests learners were intoxicated by means of alcohol consumption during the course. 
	Disciplinary hearing after a single offence. 

	6.  
	Any evidence indicating un-ethical behaviour shown by the Training provider and its staff during any part of the CEEPSA endorsed training process. 
	Disciplinary hearing after a single offence. 

	7. 
	Any evidence that the Training provider has contravened the laws of the country which in any way affects the carrying out of the provision of training. 
	Immediate suspension. Once the legal issue has been resolved a CEEPSA 
disciplinary hearing will be held.  




16.3   The CEEPSA disciplinary procedures for Training Providers 
1. CEEPSA maintains a 3-step warning process for various issues of non-conformance and immediate disciplinary action will be required for various other issues of nonconformance in terms of CEEPSA requirements set out in this Memorandum of Agreement. 
2. A Disciplinary hearing with a Training provider may be called by the Directors and the Disciplinary committee of the Council when deemed necessary based on complaints against the Training provider in terms of any requirement set out in the Training Provider Code of Conduct as stipulated in the Training Provider MOU.  Hearings will take place in the CEEPSA Head office.  
3. A Disciplinary hearing and resulting action may be taken against a Training Provider as a result of a learner complaint, peer complaint, failure to conform to required process and set financial obligations.   
4. Failure to adhere to the Training provider Code of Conduct could result in the suspension and ultimately the cancellation of the endorsement of the CEEPSA training provider pending the outcome of a disciplinary hearing carried out by the Disciplinary committee of CEEPSA. 
5. Having received complaints against a Training Provider and or information regarding non-compliance to the CEEPSA requirements set out in the Training Provider MOA the Disciplinary Committee of the Council may call for a Disciplinary hearing with said Training provider.  
6. The Training Provider representative(s) will be asked to attend a Disciplinary hearing at the CEEPSA head office on the closest date that is most convenient to both parties. 
7. At the Disciplinary hearing the Disciplinary Committee of the Association will inform the Training provider representative(s) of the complaints against them or the noncompliance issues that have been raised.  
8. The facts of both the complainant and the Training provider will be taken into account and a decision will be reached in terms of the most applicable outcome. 
9. If the Training Provider is not satisfied with the outcome then they may appeal against the decision made. 

16.4   Training Provider Appeals Policy 

1. Training Providers are made aware of their rights to appeal a decision made in terms of their endorsement by the Professional Body.   

2. The structured appeals procedure will be followed and all relevant documentation arising as a result of the appeal are kept on record. 

3. The appeal process is stipulated and accessible to all Training Providers. 

4. Those involved in the appeals process may include: The Training provider representative(s), the Management of CEEPSA, a member of the Disciplinary Committee, and may include any other CEEPSA Director who is available will be involved in the appeals process. 

5. Training providers are permitted to appeal any decision made by the Disciplinary Committee and the Directorate of CEEPSA. 


16.5   Training Provider Appeals Procedure  

The appeals process for Training Providers: 
Within 7 days of an assessor being informed of a non-conformance offence (be it a warning, monetary fine or a temporary suspension) an appeal must be lodged; the matter will be heard in 7 Days and the verdict handed down in 7 days. 

1. The details of the appeal must be supplied by the Training provider in writing to the 
Directors of CEEPSA.  (Refer to the Appeals form) 
1.1 If the appeal is against any individual within the Council, the appeal must be supplied by the Training Provider in writing (as per Appeals form) to the Managing Director of CEEPSA. 

2. The relevant documents and evidence must be forwarded to the Managing Director of CEEPSA, who will evaluate the evidence and make a decision.  The findings as per the decision are recorded. 
3. The Training provider representative(s) will be called to an appeals hearing to go through the findings outlined by the Managing Director.  A decision based on the facts as provided to the Managing Director will be made and the Training provider representative(s) will be informed of such at the appeals hearing.
4. In the event that the Training provider feels that decisions are being made in an unfair manner the Training provider may ask for a neutral individual to Chair the appeals hearing. 
5. The outcome of the appeals hearing decision regarding the endorsement of the Training provider will be reflected and the necessary action will be implemented.   
This result may be in the form of either:  
· Cancellation of CEEPSA endorsement of the Training Provider 
· Re-instatement of the endorsement of the Training Provider 
· A monetary fine imposed on the Training Provider 

Refer to the Training Provider Appeals form. 

17. Learner behaviour on CEEPSA endorsed Training Provider courses 

Endorsement by CEEPSA does not include the Professional Body taking responsibility for the behaviour of learners attending a course.   
The conduct of the learners is the responsibility of the training provider.   
Training providers will be held liable for the behaviour of their own learners attending courses.     

If there is undesirable behaviour carried out by learners on a CEEPSA endorsed course the Professional Body (although not taking responsibility for this behaviour) will still need to be informed of such behaviour so as to keep a record.   

The training provider will need to submit reports as to how the behaviour and associated complaints were dealt with as per the Training providers own Quality management system.  CEEPSA will require all Training providers to submit a detailed QMS with regards to dealing with learner bad behaviour. 

If there is an issue of bad (undesirable) behaviour by learners attending a CEEPSA endorsed course, CEEPSA will have issue with the Training provider and not with the learners or their parents.  It is the responsibility of the training provider to deal with the learner behaviour and subsequent complaints and not CEEPSA’s responsibility.    

			Refer to CEEPSA’s policy on undesirable Learner behaviour




18. CEEPSA Training Provider Certificates  
	
18.1   Validity status and renewal  
CEEPSA endorsed Training providers will be required to renew their endorsement as a CEEPSA Training provider on an annual basis.  Renewal and the reinstatement as an endorsed Training provider will take place after the Training provider has paid the annual Endorsed Training provider fee as set by CEEPSA.

All CEEPSA endorsed Training providers will be issued with a CEEPSA Training provider Certificate on an annual basis.  This Certificate is proof that the Training provider is a Bone fide CEEPSA endorsed Training provider.   The issuing of this Certificate will be determined by the following criteria: 

· The Training Provider is current in terms of endorsement with CEEPSA. 
· The Training provider has paid the annual Training provider fee set by CEEPSA  
· The Training provider conforms to all the criteria set out by CEEPSA in terms of Training provider endorsement and is not currently under any disciplinary investigation.  
		

18.2   Scope of Training provision reflected on the Certificate The Training provider Certificate will indicate the following: 
· Training provider Membership Number
· Name of Training provider
· Training provision Scope 
· The year for which the Certificate (and thus endorsement) is valid 
· The Authorised signatures of relevant CEEPSA Directors
· The CEEPSA logo.  
 

19. CEEPSA’s record keeping of Training Providers   	
       19.1   CEEPSA records  
CEEPSA will maintain records as hard copies of any information pertaining to individual Training providers in individual training provider files in the CEEPSA office.    
These files will contain records of the following information:  
· Application forms 
· Verification checklists 
· Training providers scoping and updates 
· Records of annual training provider fees 
· Compliance and non-conformance 
· Positive feedback 
· Acknowledgement of this MOA 


19.2   Training provider scoping and updates   

The CEEPSA office will keep a record of the scoping (what the Training provider is entitled to train) in terms of CEEPSA (and SETA scoping if applicable).   Any addition/s to a Training provider’s scoping will be added to the information of the individual Training provider.  This scoping will be reflected on the CEEPSA Training provider Certificate.  If the Training provider adds a specialist qualification/course to the scoping then a new Certificate will be issued.  The Training provider is only entitled to train what the Training provider is scoped for.  
19.3   Payment of annual Training provider fees 
The CEEPSA office will keep a record of the payments due to CEEPSA by endorsed Training providers in terms of the annual fee to remain an endorsed Training provider with CEEPSA.   Notification will be sent out in the form of an invoice for the annual Training providers fee. 

19.4   Compliance and non-conformance   
The CEEPSA office will keep a record of non-conformance of all CEEPSA endorsed Training providers in terms of complying with CEEPSA’s policies and procedures, Code of conduct, Memorandum of Incorporation.   Records will be kept in order to keep up to date as to the performance and quality of endorsed Training providers in the light of the non-conformance policy.    Records of any amounts required and paid as per the fining system will also be maintained by the CEEPSA office. 

An acknowledgement via email will be sent out by the CEEPSA office to the training provider regarding any communication including non-conformance. 

20. Training Provider’s Code of Conduct   

All CEEPSA endorsed Training providers are obliged to sign abide by the CEEPSA “Training Provider Code of Conduct”. In terms of the Code of Conduct the term “Training provider” includes individual trainers associated with the endorsed Training provider.  

ROLE OF THE CEEPSA TRAINING PROVIDER

Individual members and the companies who fulfil an endorsed training provider’s role will have high visibility within the Council of Equine and Equestrian Professional Body of South Africa and should be seen to be displaying appropriate values and behaving in accordance with the Code of Conduct.  

Individuals should be guided by the highest possible standards of personal integrity, professional competence, sound judgment and discretion whilst fulfilling their roles as Trainers. 

The following is considered as acceptable Training practice: 

To actively and effectively implement the role of Trainer as laid down in Terms and Conditions, thereby ensuring client and user involvement, participation and ownership. 

Professionalism

To maintain the professional image of CEEPSA at all times by ensuring: 

· Preparation for meetings, assessments and training is carried out in a thorough and timeous manner. 
· Attendance of all training programmes as identified in order to keep up to date with new assessment and training practices. 
· Managing personal biases. 
· Showing respect for demographic and learner differences. 
· Avoiding conflict of interest. 
· Evaluating gifts/favours in relation to this code of conduct and ethics. 

Training Practice and Principles

The Training provider undertakes to: 

· Follow the process of both training and assessment as determined by the CEEPSA and EQASA criteria and requirements: 
· Maintain a developmental approach to training, and show continuous commitment to the principles of professional ethics and learner support. 
· Conduct training with due care and diligence and adherence to the training and assessment principles: 
· Fair 		
· Valid 
· Reliable 
· Direct 
· Appropriate 
· Manageable 
· Integrated into work or learning 
· Authentic 
· Current 
· Transparent 
· Direct 
· Systematic 
· Sufficient 


Fraudulent Activities

Due to the nature of the role of Training providers, caution must always be exercised to ensure that training is conducted according to the policies and procedures of CEEPSA in their Quality Management System Policy and that no exceptions will be made.  Exceptions of any kind may be construed as fraudulent. 

Matters of Confidentiality
As part of your role as a CEEPSA endorsed training provider you will have access to confidential information and material.  This information is a valuable asset and you are not permitted to make a disclosure of this information, or to use it, without written consent from CEEPSA and the individual learner.  This applies both during the running of a course under the endorsement of CEEPSA and after the learner has completed the course. 

De-Registration as a CEEPSA endorsed Training provider

Failure to adhere to this code of Conduct could result in the withdrawal of endorsement as a CEEPSA training provider pending the outcome of a disciplinary hearing. 

Refer to the list of possible non-compliance offences for Training providers in this MOA. 

Declaration by the Training provider representative

By signing the acknowledgement of this MOA the Training provider representative will have declared that they have read and understood the contents not only of this MOA but also the Code of Conduct document and are aware that any disregard of the regulations could result in the Training provider and associated individual trainers being de-registered as an endorsed training provider and individual trainer with CEEPSA. 


21. Acknowledgement of this MOA  
It is important that all CEEPSA endorsed Training providers and Training providers submitting application for endorsement as a Training provider read this MOA, understand it and agree to conform to it by maintaining the standards and the consequences of not conforming to the set CEEPSA and CATHSSETA criteria. 

21.1 Submission of agreement  
It is important that all existing CEEPSA endorsed Training providers and Training providers submitting application submit their agreement with this MOA to the CEEPSA office. 
Please see the separate Acknowledgement form at the end of this MOA to be returned to the CEEPSA office. 

21.2   Acknowledgement of submission   
CEEPSA will acknowledge that the CEEPSA office has received the submission of agreement from all existing endorsed Training providers and Training providers submitting application.  CEEPSA will file this submission in the individual Training provider’s file kept in the CEEPSA office. 

Please ensure that you (the representative of the Training Provider) complete and return the acknowledgment form to the CEEPSA office.   
The actual form to be submitted is on the last page of this MOA document so you are able to keep this document intact as you only need to remove the last page. 


ACKNOWLEDGMENT OF THE CEEPSA MEMORANDUM OF 
UNDERSTANDING FOR CEEPSA ENDORSED TRAINING PROVIDERS 


I hereby acknowledge that I, ________________________________________________ 
(full name)  have read and understood the CEEPSA Training Providers Memorandum of Agreement (MOA)  in all its parts, agree to be bound and will abide by the criteria stipulated within this MOA and all the annexures thereto. 

Physical Address: _____________________________________________________  

Signed this   _______ day of the  _________month of the year ______________.  

At _______________________________________________


Signed: ………………………………………………………………   
        (Signature of Registered Assessor / Applicant Assessor) 








PLEASE COMPLETE, REMOVE AND RETURN THIS PAGE  
TO THE CEEPSA JOHANNESBURG OFFICE 

______________________________________________________________ 

For office use only: 

Receipt of MOA acknowledgement 


Signed: ……………………………………………………… Date: _____________________   

(CEEPSA office representative)        
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