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1. [bookmark: _Toc75239541]e-learning and e-Assessment Policy and Procedure 
The purpose of this policy is to provide detailed guidance and requirements for COMPANY stakeholders on the e-Learning methodology that has been adopted. It provides e-Learning concepts holistically as well as the details, processes and resources involved in maintaining the e-Learning adoption for the company.
The information in this policy is based on consolidated instructional design models, learning theories, assessment modalities as well as experience in delivering e-Learning in different contexts. While there are several definitions of e-Learning which reflect different perspectives, e-Learning in this policy is defined as follows:
[bookmark: _Toc75239542]Definition
“e-learning can be defined as the use of digital devices, computers and Internet technologies to deliver a broad array of solutions to enable learning content, knowledge and understanding, skills-based assessment and moderation to ultimately reduce time to certification and improve learner competence and workplace performance.”

The South African Institute for Distance Education (SAIDE) describes 
1. Distance education as ‘a collection of methods for the provision of structured learning’ Distance education ‘avoids the need for learners to encounter the curriculum by attending classes for long periods. It aims to create a quality learning environment using an appropriate combination of different learning resources, tutorial support, tutorials, peer group discussion, and practical sessions. Effective use of educational technology can address some of the underlying educational challenges facing distance education provision, particularly in Africa’ 
(accessed on http://www.saide. org.za/distance-education#sthash.jQkCvMfU.dpuf, June 2015)
2. Online learning refers to engagement in learning via the internet and may include virtual learning environments such as Sakai, Moodle, Blackboard Collaborate, wikis, blogs, discussion boards and forums, video streaming services (like YouTube or Vimeo), and virtual worlds (such as Second Life). 
3. Blended learning refers to a formal education programme in which a student learns: (1) at least in part through online learning, with some element of student control over time, place, path, and/or pace, and (2) at least in part under supervision in an educational institution. Further, the modalities along each student’s learning path within a course of study or subject, are connected to provide an integrated learning experience (accessed on http://www.christenseninstitute.org/blended-learningdefinitions-and-models/#sthash.oymwivTl.dpuf, June 2015)



This policy document focuses on creating end to end e-Learning programmes and initiatives for: 
a. Formal learning: Specifically, on structured courses designed to meet job-related training goals, as well as needs assessment (diagnostic), learning evaluation, and
b. Recognition of Prior Learning (RPL): Capturing and validating all informal and non-formal learning and personal experience.
This policy does not cover the instructional design, development and delivery activities which are specific to learning, as a whole. It defines suitable e-Learning solutions for, development contexts that are now eliminated because of technology advancements and offers the latitude to explore technology constraints such as limited hardware capabilities and low-bandwidth Internet connections and technology maturity of the users within the eco-system. 
This policy has been developed mainly for Post School Education and training (PSET) adult learners, i.e. learners who have completed their formal education (from, but no limited to, grade 8 or 16 years of age), but who are still motivated to improve their job-related tasks, skills and knowledge. (Although much of what is covered in this document can be applied to e-Learning in primary and secondary school education.)
2. [bookmark: _Toc75239543]Purpose: 
For COMPANY to be able to offer current and future clients the opportunity of completing the entire learning process withing in a live classroom, virtually classroom, fully digitally and/or in a hybrid blended learning approach. Using the most effective online learning methodologies to ensure maximum user engagement and user completion within relevant governance.
3. [bookmark: _Toc75239544]Why convert to e-Learning?
COMPANY is using e-Learning because as it is able to provide more effective learning opportunities, similar to traditional training, at a lower cost, and to a broader target audience. Enabling us to engage with our clients who need training in certain situations when there is a need to reach many geographically dispersed learners. Reaching a wider target audience by engaging learners who have difficulty attending conventional classroom training because they are:
	


	· geographically dispersed with limited time and/or resources to travel;

	· busy with work or family commitments which do not allow them to attend courses on specific dates with a fixed schedule;

	· located in conflict and post-conflict areas and restricted in their mobility because of security reasons;

	· limited from participating in classroom sessions because of cultural or religious beliefs;

	· facing difficulties with real-time communication (e.g. foreign language learners or very shy learners).



Adult learners share some characteristics that are different from those of full-time students, which influence the design of learning programmes. In particular, adult learners:
	· need to know the benefits of learning (why they must learn something);

	· like to learn experientially;

	· approach learning as problem-solving;

	· learn better where they can see the immediate value and application of content; and

	· prefer to study at a time, place, and pace convenient for them.

	· In a self-paced e-Learning course, learners can study course materials at any time they wish. This requires that we review the pricing options and prepare for each learner to ensure they have access to a set of interactive and self-contained materials as well as technologies and Call Centres for help.

	· In Facilitated or instructor led e-Learning takes place at a specific time and usually integrates self-study with collaborative activities such as discussions or group work.

	· Facilitated and instructor-led e-Learning courses use communication tools which allow learners to communicate with facilitators and other participants. Tools can be asynchronous, such as e-mail or discussion groups, as well as synchronous, such as chat and audio conference.

	· Both facilitated and self-paced e-Learning activities and content should conform to a set of quality standards to ensure the effectiveness of the learning programme.

	· In a blended approach, e-Learning sessions can be integrated with face-to-face traditional activities using a variety of approaches.



4. [bookmark: _Toc75239545]Can e-Learning be used to develop any type of skill?
Most e-Learning courses are developed to build cognitive skills; the cognitive domain is the most suitable for e-Learning. Within the cognitive domain, thinking skills may require more interactive e-Learning activities because those skills are learned better “by doing”. (Where blended learner becomes valuable to reduce development costs)

[bookmark: _Toc75239546]A training programme may aim at developing different types of skills:
Ultimately e-Learning (cognitive domain and interpersonal domains) need to be coupled with e-assessment and this e-Assessment policy. Where Learning needs to be measured by applied skills in a real workplace environment, taking the “safety” of the “simulated learning space” away, and ensuring that the learner can perform live (in the workplace). Therefore e-Learning offers the opportunity for deconstructed Micro learning programmes.
	Type of Skill
	Explained
	Type of e-Learning and Assessment

	Cognitive skills

Assessed in e-Learning Platform and marked digitally or written exam - Results added into P4P.
	Learning involves knowledge and comprehension (e.g. understanding scientific concepts), following instructions (procedural skills), as well as applying methods in new situations to solve problems (thinking or mental skills);
	· True / False: This is a graded question that requires the user to select the single correct choice from two choices. It is usually written in the form of a statement that is either true or false.
· Multiple Choice: This is a graded question that requires the user to select the single correct choice from a maximum of 10 possible choices.
· Multiple Response: These are a graded question that requires the user to select all of the correct choices from a maximum of 10 possible choices. Any number of choices can be correct, and the user must select all correct choices for the question to be graded as correct.
· Sequence Drop down: This is a graded question that requires the user to select items from drop down menus to arrange in sequence. There is a maximum of 10 sequence items. All items must be in the proper sequence for the question to be graded as correct.
· Drag and Drop: These questions create interactivity by setting shapes as drag items and drop targets.
· Drop down Essay: This is a question that has a written statement / paragraph. In the paragraph there are missing words, or statements, that are replaced with a drop down that the learner needs to choose from, to complete the entire paragraph. This tests reasoning, comprehension, and context of a statement.
· Essay or short written answers: These are questions that are testing understanding, and need to either be hand written or typed into the e-Learning platform, after they are complete the final papers must be added into P4P for marking by a human assessor.

	Interpersonal skills 
Assessed in e-Learning Platform, or 3rd party psychometric platform, and analysed  digitally/with human assessor.
Results added into P4P.
	Learning in the interpersonal domain can also be addressed in e-Learning by using specific methods. For example, interactive role playing with appropriate feedback can be used to change attitudes and behaviours. 
	· Active listening:  the ability to focus completely on a speaker, understand their message, comprehend the information and respond thoughtfully. (https://www.indeed.com/career-advice/career-development/active-listening-skills)
· Presenting: Providing content to an individual or group of learnings in a structed method / process. This can be one-on-one for facilitation or conference presentations. 
· Negotiating: A negotiation is a strategic discussion that resolves an issue in a way that both parties find acceptable. In a negotiation, each party tries to persuade the other to agree with his or her point of view. 
(https://www.investopedia.com/terms/n/negotiation.asp)




	Psychomotor skills
e-P.O.E. created, added into P4P (combination of all assessment evidence) and assessed by a human assessor
	Learning is demonstrated by physical skills such as movement, coordination, manipulation, dexterity, grace, strength, speed—actions which demonstrate the fine or gross motor skills, such as use of precision instruments or tools, and walking.
Involving the acquisition of physical perceptions and movements (e.g. playing sports or driving a car).
	· Imitation: Copy, follow, replicate, repeat, adhere, observe, identify, mimic, try, re-enact, and imitate.
· Manipulation: Re-create, build, perform, execute, and implement
· Precision: Demonstrate, complete, show, perfect, calibrate, control, and practice
· Articulation: Construct, solve, combine, coordinate, integrate, adapt, develop, formulate, modify, master, improve, and teach
· Naturalization: Design, specify, manage, invent, and project-manage








5. [bookmark: _Toc75239547]Is e-Learning the correct methodology – before you design
Before embarking on making EVERYTHING e-Learning and digital, COMPANY asks the following questions to support the conversions rationale. (To assist in choosing: e-Learning, face-to-face instruction, or other types of informal or on-the-job learning.)
	To Check
	Yes/No
	Comment

	What is the relative cost of each type of training? (Use a full costing breakdown)
	
	

	Should learning be delivered in one unit or spread out over time? 
	
	

	Will Micro learning be an option)
	
	

	Does it address a short-term or a long-term learning need?
	
	

	Do learners have access to relevant devices, computers, and communications equipment?
	
	

	Does my team know what digital is and how to use the methodology we are creating?
	
	

	Are learners sufficiently self-motivated for virtual learning, e-Learning, self-study modes of learning or is blended approach required?
	
	

	What time schedules and geographic locations must we consider for this programme to ensure synchronous learning?
	
	

	Should it be an E-learning videoed option, or does it require a Digital facilitator?
	
	

	Is there a skills assessment that requires an observation checklist with a workplace assessor? And what does that look like? 
	
	



6. [bookmark: _Toc75239548]E-learning Methods and Modes:
P4P enables the broadest user experience for learning (as opposed to a “one size fits all.”) Learners can engage in the following learning methodologies:  
	Learning Methodology

	· 100% Self-directed online: This training is done 100% online without a live facilitator in the virtual classroom in the form of a Massive Open Online Course (MOOC). 
· The learner digitally completes knowledge-based assessments and then creates their portfolio, adding it to the P4P e-P.O.E. folder for assessment and moderation, from anywhere.

	· Online Virtual training: This training is taken with an online live facilitator, in a virtual classroom. This can be done in the form of a Massive Open Online Course (MOOC) – but the numbers should be limited based on how skilled the Virtual Facilitator is (probably not more than 30 in a virtual classroom. 
· The learner digitally completes knowledge-based assessments and then creates their skills portfolio, adding it to the P4P e-P.O.E. folder for assessment and moderation, from anywhere.

	· Blended Learning: This training can be shared between virtual classroom, MOOC, offline classroom based and workplace-based learning with mentors and coaches. The learner creates their portfolio (digital + paper-based hybrid) and adds it to the P4P e-P.O.E. folder for assessment in the workplace.

	· 100% offline: This training can be taken 100% offline in a classroom with a physical facilitator. As most people are used to. Where the learner works with the facilitator and administrator to convert the paper-based portfolio into a digital format (through various methods, and then adds those into P4P e-P.O.E. folder for assessment in the classroom.



Based on the learner they can then choose to approach learning in the following ways:
	Learning Pathway

	· Macro Learning: attend training of a full certificate / qualification within a detailed learning pathway. (From level 1 – level 10)

	· Micro Learning: learning content that is consumed by a learner at the right time for the right reason, and the results / credits or programme / module / short course achieved are simply articulated across many programmes.
· In this case credits can be earned by:
· achieving a skills programme / module / short course OR 
· deconstructing the programme / module / short course to as small as single credit.

	· [image: Click Hand Tap transparent PNG - StickPNG]RPL: To access a programme/qualification/short-course/skills-programme/module with a pre-assessment meeting (click here for an example),      assessment criteria, build a portfolio of evidence, assessment and moderation. The outcome being:
· They achieve 100% competence + certification OR 
· They receive skills gap + development plan. And immediately being either a Macro OR Micro learning journey (as described above.) 


7. [bookmark: _Toc75239549]P4P total e-Learning components
e-Learning approaches can combine different types of e-Learning components that we need to be considered before building or converting your curriculum to an e-Learning methodology. These include:
· Access
· e-Learning content
· e-Tutoring, e-coaching, e-mentoring
· Collaborative learning and
· Virtual classroom
· Micro Learning
· e-Assessment
· e-Portfolio 
· e-Internal Moderation
· e-Verification (External Moderation)
	Component
	Description

	Access
	· Urban: Anyone with internet connectivity can access the platforms, as they are cloud-based. (This helps with demonstrated workplace assessment.)
· Rural: When they are in high connectivity areas, they able to download the content into their device/s and then access that content and complete their courses when they are not online (in poor connectivity areas). We create the learning strategies for them to access, learn, engage and build their P.o.E.’s when they are in poor connectivity areas, and then they can load their efforts when they are connected again.

	e-Learning content
	e-Learning content can include:
· simple learning resources.
· interactive e-lessons.
· electronic simulations.
· job aids.
· video’s.
· peer reviews and comments.
· digital books and spread sheets. (Formative and summative assessments)
All this content will be available to the learner during the e-Facilitation and e-Learning sessions, as well as added to the e-Portfolio for the learner to access after the training session if they choose. This will assist the learner to save data costs. 

	e-Tutoring, 
e-Coaching, 
e-Mentoring;
	Services which provide human and social dimensions can be offered to learners to support them through the learning experience.
Online facilitation Procedure: Pre-Training
1. The facilitator will access e-Learning Platform 1 day prior to the virtual training.
2. They will review the course and ensure they are ready to facilitate.
3. They will set up the different facilitation white boards (with headings).
4. They will prepare for the syndicate groups.
5. They will check that the learners have signed their declarations to be assessed.

	Virtual classrooms
	Virtual classrooms are the instructional method most like traditional classroom training, as it is led completely by an instructor.
Online facilitation Procedure: During Training
1. The facilitator will check all the learners who access the e-Learning platform against their ID documents to make sure it is the correct learners.
2. The e-Learning platform will automate an attendance register. This is then captured into the learners e-Portfolio folder after the training with date and times of content / virtual training access. 
3. The Facilitator will work through the facilitator guide, ensuring that all learners are engaged during the training.
4. The Facilitator will ensure that all learners complete all cognitive and interpersonal assessments
5. The Facilitator will assist the learners to convert all their Formative Assessments into PDF docs (or jpeg images) and load those into P4P, e-P.o.E. platform.
6. Facilitator then hands over to e-Assessor.

	Collaborative learning
	Collaborative activities range from:
· Discussions and knowledge-sharing. Can be videoed as used as evidence. 
· Working together on a common project (also done in e-Learning platform).
· Social software (such as chats, discussion forums and blogs). Can be saved and used as evidence in the e-P.o.E.
· Chatbots or other engagement platforms can be used for online collaboration among learners.

	Online facilitated course and knowledge sharing

	The online course, “Knowledge Sharing for Your Work: Techniques and Tools,” focuses on the concepts behind a suite of techniques and tools for knowledge sharing. The course adopts a facilitated and collaborative approach, using a combination of learning materials and asynchronous collaboration tools. The course is delivered through the Modular Object-Oriented Dynamic Learning Environment (Moodle), an open-source web-based learning platform.
Learners have weekly deadlines to accomplish activities and assignments, but they are free to schedule study sessions anytime during that week. The course uses a variety of tools, including learners’ profiles; discussion forums; wiki spaces; glossaries; class bulletins; chats (using Skype); podcasts; videos; short e-lessons; and support materials (e.g. getting started, editing the profile, using discussion forums, and a course syllabus).

	Micro learning
	Where a lesson is either viewed or taken followed by a debriefing by the learners: 
· What did they learn? 
· What was the point? 
· Could it have been put more simply? 
This is a cathartic experience for both teachers and learners and would improve both teaching and learning.
“Microlearning deals with relatively small learning units and short-term learning activities. The term is used in e-Learning and related fields in the sense of learning processes in mediated environments.” 
Microlearning is a holistic approach for skill-based learning which deals with relatively small learning units. It involves short-term-focused strategies especially designed for skill-based understanding/learning/education. Microlearning. An ideal instructional approach for many situations for skill development, trainability, and employability of learners. 
The technique is capable enough to address challenges associated with slow learners and versatile for both skill based and sustainable socioeconomic development.




	e-Assessment
	e-Assessment is any type of assessment that has an electronic component and incorporates one or more of e-testing, e-Portfolios, and e-Marking.
· e-Assessments are Assessments that are distributed, completed, marked automatically (where possible), and administered electronically using local intranets/networks and individual workstations.
· Assessments that are distributed, completed, marked automatically, and administered electronically using the internet.
· Assessments comprising a combination of automatic marking and manual.
· Electronic test delivery, all marking completed manually on screen or on paper.
· A range of multimedia formats for submitting assessment.
· Electronic scanning of completed assessments for marking.
· Tests downloaded from the internet by the centres.
· Delivery of and submission of completed assessments by secure e-platforms. 
· Assessments are automatically marked reacting adaptively to student performance.
· Assessment of video evidence, audio evidence or handwritten evidence that is place into their e-Portfolio folder on P4P so that an assessor can access them to e-Assess the learners competence. 
Assessment Process (all conducted and captured on e-Learning system)
1. The learner will attend virtual training complete the cognitive and interpersonal assessments.
2. These will be marked by the e-Learning platform.
3. These will be added to the e-Portfolio folder of the learner in P4P.
4. The learner will then do a practical demonstration of skill (psychomotor skills) and create evidence of their application live in the workplace. (Video, audio images etc…)
5. The Learner loads this evidence into P4P e-P.O.E. folder. Followed by a self-assessment (reflection) on the content and assessment criteria.
6. The learner’s portfolio will then be assessed by the primary assessor.
a. Competent: achieved the standard.
b. Not yet competent: did not achieve the standard but has a remedial plan. The learner creates new evidence and then is re-assessed.
c. Not Competent: The learner has tried several times to demonstrate competence but cannot. Next steps plan to be created and discussed. 
· The learner conducts a post assessment review rating of the entire process.

	e-Portfolio
	e-Portfolio’s store and manage candidates’ evidence electronically. Using P4P, COMPANY can ensure:
· storage and maintenance of performance evidence is accessible by all required parties securely.
· The learners can add all the gathered Formative assessment evidence, Summative assessment evidence, Logbooks images, videos, documents, audio files etc. 
· Meets the evidence needs for a range of qualification types enabling learners to move their portfolios from one centre to another for Articulation.
· P4P provide the capabilities to store and maintain a variety of forms of performance evidence or coursework for secure access by the learner, assessors, verifiers and moderators based on a robust authentication.
· Providing awarding bodies due consideration to the need to support a degree of inter-operability in P4P that they develop or endorse to enable learners to move their portfolios from one centre to another
NOTE:
The e-Assessment instruments designed must be developed in accordance with the governing bodies guidelines and assessment tools.
e-Portfolio files, content, guides assessment criteria acceptable evidence need to be updated and reviewed to ensure that e-Learning is possible. 

	e-Internal Moderation
	To review of the assessment process to ensure that the VACCS principles were adhered to in the assessment.
· Accredited Assessment centres and moderation experts will access P4P to manage every aspect of the e-Assessment procedure, ensuring that the process is robust, reliable, fair, and efficient and that robust contingency plans are in place to mitigate against technical failure.
Internal Moderation process
1. Company administrator assigns a batch of completed learners in a programme for an internal moderation.
2. Internal Moderator selected is notified of the Internal Moderation through the technology. 
3. Internal Moderator logs into P4P and accesses the entire batch of learners.
4. Internal Moderator moderates 25% of the learners. (Access to their assessor reports, learning progress and full portfolio.).
5. Internal Moderator then decides:
a. Uphold assessment: Agrees with the assessor and closes the moderation.
b. Overturns assessment: Disagrees with assessor and overturns the assessment requiring remedial action.



[bookmark: _Toc75239550]Validity of e-Assessments
· Students who pass the programme/s demonstrate the graduate competences indicated in the purpose and exit level outcomes / company defined outputs of the programme.
· Where relevant, practical competences are adequately assessed.
· P4P is the system to ensure reliability, rigour, and security of the e-Assessment for remote learners. P4P only bills the training provider of active learners.
· Learner’s access P4P through a welcome email, activation process, then only through the username and password. P4P tracks the access within a 20-meter radius. 
· Assessment activities are sufficiently varied for the programme purpose and level and the diversity. Appropriate constructs are covered in the relevant courses are adequately covered in the assessment. company reviews their assessment policy, and assessment tools on a bi-annual basis.
· P4P enables the learners to submit assessments individually by electronic means from homes or workplaces, and not from a recognized assessment centres, with relevant security protocols.
· Using the selected e-Learning platform enables company to deliver programmes exclusively or mainly through electronic learning methods that will not narrow the range of assessment to the assessment of factual knowledge (which is most easily assessed), rather than the full range of outcomes and depth of knowledge required for the particular programme of stud In technology supported distance education delivery. 
· Company’s e-Learning platform ensures mitigation of the danger to limit assessment methodologies to low level cognitive skills (e.g. simple multiple-choice questions that can be computer-marked). COMPANY is now also able to ensure high level skills (usually requiring more open-ended written and practical assignments) enhance deep and critical engagement with concepts are assessed. Higher order thinking skills like application, analyses, evaluation, and creation should be covered in the assessment.
· P4P consistently offers platform skills development for your team to familiarise themselves with how to maximise the power of the technology to ensure your assessment strategies take high level cognitive skills into account thereby ensuring credible online assessment.

[bookmark: _Toc75239551]Management of e-Assessment/Learning
P4P is the assessment management system which provides evidence that:
· The assessment body understands the importance of feedback on formative assessment in e-Learning. P4P enables your stakeholders to provide and receive consistent feedback after they have conducted an assessment.
· The assessment feedback is confidential and reaches the right learners timeously.
· Systems are in place to communicate feedback and results quickly, efficiently, and securely to a distributed student body.
· Guarantees the integrity and security of P4P and the authenticity of student submissions (including means to discourage plagiarism from online sources) are in place.
· P4P is consistently tested to ensure proper functionality and any shortcomings identified are fully addressed prior to full implement. (With consistent systems testing 
· There is regular monitoring and checking of the smooth functioning of P4P to make sure that the assessment system is not compromised in any way.
· P4P provides an active call centre that calls every learner on a weekly basis to address any technical problems the learner might face with the P4P platform and using the technology to ensure the assessment process runs smoothly and does not in any way disadvantage the learner. P4p continues to assist COMPANY staff so as to only address the content of assessment areas. 
· P4P includes all costs in the offering and does not pass on unnecessary costs to learners.
· P4P provides the opportunity for External Verification reports to be accessed and used to improve the various aspects of the process defined above.
· P4P consistently helps to review the validity of the assessment instruments, the quality of student performance, and the reliability of the marking process.
· P4P offers COMPANY assurance measures to ensure the integrity of the assessment data is maintained.
· Reports: P4P enables COMPANY to generate key information like system error reports and data that demonstrates regulatory compliance. Reports include:
a. System Error reports
b. User Experience and access reports
c. Facilitator time and attendance 
d. Learner assessment reports
e. Learner attendance report
f. Smiley Sheets (how the learner liked the training)
g. Progress to completion
h. Batch of learners per programme
i. Batch of learners per assessor/facilitation
j. Statement of Results post internal moderation
k. Engagement with the call centre report
· The Partnership with P4P have a formal service level agreement with clearly stated roles and responsibilities must be signed. (Click here to access that document).
[bookmark: _Toc75239552]Teaching / Learning value of e-Assessments
1. The central role of formative assessment and feedback in online learning is formally recognised and there is evidence of an appropriate 
a. number and variety of formative assessment tasks, 
b. mechanisms for the monitoring,
c. quality assurance of feedback and 
d. minimum turn-around time are in place.
2. Accurate and reliable records of learner e-assessment are kept and can easily be retrieved as when there is need – for 5 years and then archived for a further 35 years.
3. The potential of the electronic environment for the use of ongoing formative assessment of different kinds (self-, peer- and tutor assessment).
4. P4P continues to study and review the user experience and therefore tweaks the application based on the User friendliness 
5. The rules and regulations governing assessment are published and clearly communicated to students and relevant stakeholders.
6. Evidence is provided to demonstrate that these rules are widely adhered to.
7. Breaches of assessment regulations are dealt with effectively and timeously. COMPANY have defined these with P4P in the SLA.
8. Learners are provided with information and guidance on their rights and responsibilities regarding e-assessment processes (for example, definitions and regulations on plagiarism, penalties, terms of appeal, supplementary examinations, etc.), and these are completed in the declarations signed before each training course. 
9. The appeals procedures are explicit, fair and effect and there are clear and consistent published guidelines/regulations for:
a. Marking and grading of result
b. Aggregation of marks and grades
c. Progression and final award
d. Credit allocation and articulation.
Special Needs: 
· As much as possible, P4P operates on inclusive principles and therefore accommodates learner with various forms of physical challenges and social needs.
· P4P is designed in such a way that it is easy for learners to navigate and assessment partners are able to ensure that learners do not spend much time grappling with system issues instead of with the content of the assessment.
· COMPANY has put mechanisms in place to support learners who are less competent in working with technologies so they can gain the necessary skills and gain sufficient confidence in working with the technology; and
· COMPANY uses P4P to ensure fair and equal treatment of all undertaking e-assessment, irrespective of geographical location, time of assessment and course is provided.
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8. [bookmark: _Toc75239553]Implementation Process
	The e-Learning Process 
This is the learning process that is applied for the e-Learning. It is important that we note if the programme is NOT a governed programme this process will probably end at point 5. And P4P/E-LEARNING PLATFORM provides for this as well.
[image: ]




	Action
	Pre-engagement
	Live Training
	e-Assessment
	e-Moderation
	Externally Verified

	Live Training
	Learner: 
· Learners register for the training course.
· Learners are assigned to a learning pathway. (e-Learning)
· Learners receive an activation email for P4P. 
· Learners log into P4P and sign pre-course meeting.
· Learners complete online pre-assessment meeting with animation video or virtual facilitator/Assessor.
· Assessor: Conducts the pre-assessment meeting.
· Learner details are updated.
	Learner: 
· Attends 30 – 45-minute virtual training sessions. (Recorded and added into P4P technology. Easier to convert into notional hours).
· All the sessions based on the course, or the learning pathway must be completed.
· Learners build a Portfolio of Evidence. (Logbook, written tests, Video, audio, images etc.)
· Learner conducts a self-assessment (reflection) of the process.
· Communication is sent to the assessor.
	Learner:
· Completes formative assessments after each session.
· Completes Summative assessment after the module training.
· Loads the results into e-P.O.E. folder in P4P.
Assessor:
· Logs into P4P and conducts an assessment.
· If remediation is required communication is sent
	· The assessed learners are internally moderated, and externally moderated by the relevant Quality Assurance Body (legislated) 
· Learners are awarded statements of achievement.
	· Occupationally directed qualifications have an EISA (External Integrated Summative Assessment) that needs to be registered for and completed.
· Learners are Verified by the relevant QC.
· Learners are awarded certificates / credits.




	Action
	Pre-engagement
	Live Training
	e-Assessment
	e-Moderation
	Externally Verified

	RPL
	Learner: 
· Learners registers for RPL on the relevant training course.
· Learners assigned to RPL learning pathway.
· Learner receives an activation email. 
· Learner Logs into P4P and sign pre-course meeting / declaration. 
· Learners attends / completes online pre-assessment meeting with animation video or virtual session with the assessor.
	Learners DO NOT attend training.
· Learners build a Portfolio of Evidence. (Logbook, written tests, Video, audio, images etc…)
· Learner conducts a self-assessment (reflection) of the RLP process.
	Learner:
· Completes Summative assessment.
· Loads the results into e-P.O.E. folder in P4P.
Assessor:
· Logs into P4P and conducts an assessment.
· Results are emailed to the learner. 
	· The assessed learners are internally moderated, and externally moderated by the relevant Quality Assurance Body (legislated) 
· Learners are awarded statements of achievement.
	· Learners are Verified 
· Learners are awarded certificates / credits.

	Technology
	· Chatbot (option)
· P4P Platform.
· e-Learning platform.
· Governing Body Registration system.
	· e-Learning Platform.
· P4P e-Assessment platform. 
· Emails for notification 
	· P4P e-Assessment and e-P.O.E. Platform.
· Emails of learners.
	· P4P e-Assessment and e-P.O.E.
· Emails of learners
	· P4P e-Assessment and e-P.O.E.
· Governing Body system.

	Role Players from your team
	· COMPANY Administrator: 
· Adds the learners to P4P e-Assessment and e-P.O.E. Platform.
· Adds the learners to P4P e-Learning Platform.
· Checks all learner legislative paperwork and documents are correct.
· Loads all relevant legislation paperwork into learners P4P e-P.O.E.
	· COMPANY  Virtual Facilitator:
· Facilitates all the training through e-Learning platform. 
· COMPANY Administrator: Assists the online facilitator with Q&A other requirements. 
· Call Centre: uses learner contact details to contact the learners weekly whilst in their learning journey.
Mentors and coaches:
· Contact and assist the learners on different messaging technologies. 
	· COMPANY Assessors: Access the e-P.O.E. and conducts assessment as per assessment policy.
· Learner: Receives notification of assessment results.
	· COMPANY Administrator:
· To assign the learners for internal moderation.
· COMPANY Internal Moderator: conducts moderation for the batch.
	· COMPANY Administrator: Requests and manages external verification.
· Verifier: Conducts External Verification for the batch.

	Personal Information is accessed
	Yes. Admin, Assessor – personal details and e-P.O.E.
	Yes. Admin, Assessor, Coach, Mentor, Evidence Collector – personal details and e-P.O.E. 
Call Center Agents: – personal details.
	Yes. Admin, Assessor – personal details and e-P.O.E.

	Yes. Admin, Internal Moderator – personal details and e-P.O.E.

	Yes. Admin, External Verifier, Assessment center – personal details and e-P.O.E.
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9. [bookmark: _Toc75239554]Module Structuring
As part of the e-Learning process we recommend that COMPANY focus on structuring the training design and implementation in a modular / micro learning / structed learning process.
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	Level
	Definition
	Assessment Role

	Level 1:
Programmes
	This is the overall course / qualification. It is the outcome and what the learner will achieve when thy have completed the work and been found competent. 
	Assessment evidence as an Integrated Summative Assessment – a combination of evidence – portfolio - of all Modules / short courses, skills programmes and ELO’s for the whole qualification.

	Level 2:
Modules / short courses, skills programmes etc..
	This is a deconstruction of the first level into modules, so achieving the (e.g.) 5 modules (shown in this image, but the programme is not limited to, nor requires 5 modules) are what you need to achieve the level 1 Qualifications. And this structed is then created as a learning journey, with dates and times assigned to the learners.
These can be credit baring or points or level options.
	Integrated Assessment evidence based on a portfolio built for the individual module / short courses, skills programme. And this could be a combination of micro learning journey/journeys.

	Level 3:
Micromodules
	This is the deconstruction of the level 2 modules into micro learning / bite sized learning chunks. These 5 micromodules (shown in this image, but the module is not limited to, nor requires 5 micromodules) all need to be completed to achieve the module. 
These can be credit baring or points or level options.
	Integrated Assessment evidence based using the portfolio of evidence built for the micro learning journey.


10. [bookmark: _Toc75239555]POPI requirements satisfied by P4P
[bookmark: _Toc40768182][bookmark: _Toc75239556]10.1 Security and Back up
P4P Production environment runs inside Azure Cloud, using Azure's managed services.
Security:
* Multi-factor authentication for access to PROD environment.
* Data encrypted at rest - Transparent data encryption.
* Data encrypted in transit - TLS encryption v1.2 and above.
* We conduct periodic vulnerability scanning.
* Web application protected by SSL certificates.
* All traffic to and from web application encrypted using TLS encryption.
Database Backups
* Point in time recovery for 35 days
* Monthly backup retention for 6 months
11. [bookmark: _Toc75239557]Roles and Access and Storage (POPI Requirements)
	ROLE
	ACCESS
	INFO AND STORAGE

	Learner:
The user that is working towards achieving a qualification / designation / competency / workplace promotion or recruitment offering through assessment / and Portfolio demonstration of performance. 
They create the evidence of applied competence and add it into the e-P.O.E. folder in P4P.
	· Learner Individual ID number. 
Only 1 version of the ID number per user
One ID number can have multiple roles.
· Individual User.Name.
· Password (encrypted).
· Can access only their relevant assessment information / criteria captured communications, assessment comments and dates of assessment for the programme/s that the they are assigned to.
· They can be assigned to more than 1 programme.
· Can access only their e-P.O.E. for the programme/s that they are assigned to.
	· All learner info + Portfolio items are stored on P4P servers. 
· From the starting date and up to 5 years AFTER the closing date of the assessment or programme completion date (whichever comes first).
· There after this information is archived for 35 years more and accessible on request to P4P within a month.
· Including access and storage.

	Assessor:
This user has the correct credentials as defined by the company / organization / governing body / relevant legislation that will review and assess the e-Portfolio evidence, and then make a judgment on the learner’s competence in relation the assessment criteria. 
	· Individual ID number.
Only 1 version of the ID number per user
One ID number can have multiple roles.
· Individual User.Name. 
· Password (encrypted). 
· Can access all the relevant assessment information / criteria captured communications, assessment comments and dates of assessment for each learner assigned to them on a programme.
· Can be assigned to more than one programme.
· Can be assigned to more than one cohort/batch.
· Can access the e-P.O.E. for each learner on one or more the programme/s that they are assigned to assess.
	· All personal info + Portfolio items are stored on P4P servers. 
· From the starting date and up to 5 years AFTER the closing date of the assessment or programme completion date (whichever comes first).
· There after this information is archived for 35 years more and accessible on request to P4P, and with agreement from the client, within a month.

	Internal Moderator:
This role will access the batch of learners assigned and review (internally moderate) a minimum of 25% of the batch. 
They are reviewing the assessment process ensuring that the principles of assessment are adhered to and that the batch of learners are able to be put forward for Final Verification / Certification / Designation / Promotion etc. 
	· Individual ID number. 
Only 1 version of the ID number is permitted in P4P.
One ID number can have multiple roles.
· Individual User.Name. 
· Password (encrypted). 
· Can access relevant assessment information / criteria captured communications, assessment comments and dates of assessment, reports for all the learners in the batches that are assigned to them to Internally Moderate.
	· All personal info + Portfolio items are stored on P4P servers. 
· From the starting date and up to 5 years AFTER the closing date of the assessment or programme completion date (whichever comes first).
· There after this information is archived for 35 years more and accessible on request to P4P, and with agreement from the client, within a month.

	Administrator:
This role administers the learners on a programme. They add the new learners, track their % of assessment completion, generate the reports for BBEEE / SDL / Programme Completion / track learner documentation etc. and then follow up with the assessors on their assessment progress.
	· Individual ID number. 
Only 1 version of the ID number is permitted in P4P.
One ID number can have multiple roles.
· Individual User.Name. 
· Password (encrypted). 
· Can access assessment information / criteria captured communications, assessment comments and dates of assessment, reports, learner details, BBEEE reporting requirements and other information for all the learners / Assessors / Internal Moderators in the programmes that are assigned to them.
	· All personal info + Portfolio items are stored on P4P servers. 
· From the starting date and up to 5 years AFTER the closing date of the assessment or programme completion date (whichever comes first).
· There after this information is archived for 35 years more and accessible on request to P4P, and with agreement from the client, within a month.




	Company Administration:
This role administers the companies programmes and all roles.
	· Individual ID number. 
Only 1 version of the ID number is permitted in P4P.
One ID number can have multiple roles.
· Individual User.Name. 
· Password (encrypted). 
· Can access the company specific data and roles and programmes for updates nd changes. 
· They cannot see any personal details of the learners 
· They can see the personal details of the other assessment and administrator toles. They cannot see the assessment criteria in P4P or the other information of the learner.
	· All personal info and client details are stored on P4P servers. 
· From the starting date and up to 5 years AFTER the closing date of the assessment or programme completion date (whichever comes first).

	Evidence Collector:
This is a role that is optional in P4P and added by an administrator, to assist the learner in adding evidence into the e-P.O.E. folder. It is an assistance role only.  
	· Individual ID number. 
Only 1 version of the ID number is permitted in P4P.
One ID number can have multiple roles.
· Individual User.Name. 
· Password (encrypted). 
· Can access only the e-Portfolio of Evidence (e-P.O.E.) of the learner that they are assigned to, in order to add assessment evidence / artifacts into the P.o.E. folder of the learner. 
· They cannot see any personal details other that what is added into the e-P.O.E. folder.
· They can not see the assessment criteria in P4P or the other information of the learner.
	· All personal info + Portfolio items are stored on P4P servers. 
· From the starting date and up to 5 years AFTER the closing date of the assessment or programme completion date (whichever comes first).
· There after this information is archived for 35 years more and accessible on request to P4P, and with agreement from the client, within a month.




12. [bookmark: _Toc75239558]P4P Success stories
	P4P successes and stories
	
	P4P Winner of the TT100 (Dept Science and technology 2017)

	
	
	P4P Winner of the TT100 (Dept Science and technology 2018)

	
	
	P4P International Interview. Arizona USA

	
	
	Client Experience

	
	
	Assessor Experience

	
	
	Learner 1 Experience

	
	
	Learner 2 Experience

	
	
	EDTP Verifier Recommendation

	
	
	10 Reasons to use P4P
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