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  A. IntrOdUCtIOn

“ it (the competency profile) will help organizations 

employing academic credential assessors improve  

their human resources and increase the professionalism 

of their workforce.”1

1  all introductory quotes taken from the Canadian information Centre for international Credentials under the Council  

of ministers of education Canada. (2012). Competency Profile for an Academic Credential Assessor Volume 1; retrieved  

January 11, 2012,from http://cicic.ca/docs/2012/Competency_profi le_volume_1_en.pdf
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A1. background
in 2007, CiCiC, in partnership with the alliance of 

Credential evaluation services of Canada (aCesC), 

embarked on a project entitled pan-Canadian Quality 

standards in international Credential evaluation with 

funding provided through Human resources and skills 

development Canada’s foreign Credential recognition 

(fCr) program. at the core of this project is the goal  

of improving the consistency and portability of academic 

credential assessments through the introduction of 

pan-Canadian standards.

this competency profile has been developed under  

phase ii of the CiCiC project, under the umbrella of CmeC. 

it is intended to help organizations employing academic 

credential assessors to improve their human resources 

and to increase the professionalism of their workforce. the 

competency profile is also intended to be the basis for the 

development of a university program tailored specifically 

to the requirements of academic credential assessors in 

Canada and elsewhere. this program would result in a 

credential for academic credential assessors.

the competency profile is for “an experienced ‘credential 

assessor’ … adequately or well qualified in various 

dimensions: knowledge; skills; and personal, social, and/or 

methodological abilities.”2 it is possible to select or modify 

competencies for related roles.

for definitions of terms used in this competency 

profile, the reader is referred to the french and english 

terminology guides that have also been developed under 

phase 2 of the CiCiC project.

A2. format
the competency profile is structured into functional 

groups and competencies, as described in section B. the 

profile starts in section C with a statement of generic 

values and attitudes required across all competencies. 

each competency sets out the following:

• its title (and reference number) expressed as a 

statement of what a competent academic credential 

assessor is able to do;

• a table of reference levels;

2 invitation to tender

• performance criteria – expressing what a competent 

assessor must be able to do in order to achieve the 

statement in the title;

• range of circumstances – the extent and 

circumstances of that performance;

• knowledge – what a competent assessor should 

know and understand;

• assessment criteria – specifying what evidence is 

required to demonstrate this competency;

• in most cases, specific values, attitudes, and 

examples.

Competencies can be used for many purposes. they can 

be used as learning outcomes for qualifications, and 

the knowledge specification can provide the basis for a 

knowledge-based course. it is possible to adapt them for 

particular groups with a different level of competence, 

such as those who are freshly qualified or those who are 

experts or in management roles. 

the assessment criteria add clarity and precision about the 

standard that is expected. they are useful when someone 

is trying to prove he or she is competent (e.g., when the 

competency provides the basis for a credential), but also 

for less formal assessment in a performance appraisal or 

during recruitment. assessment criteria are also helpful 

guidance for self-appraisal against the competency.

in these competencies, the word

• “applicant” is used for the individual supplying an 

academic credential to be assessed;

• “client” may be the applicant or may be an 

organization submitting the assessment request on 

behalf of the applicant.

in the assessment criteria of these competencies, 

“candidate” is the academic credential assessor seeking  

to provide evidence of competency.
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A3. sources
this profile has been developed based on extensive 

research, data collection, advice from the working group 

and focus groups in Canada, an e-questionnaire distributed 

widely throughout Canada and internationally, and 

interviews, followed by a public consultation period, all as 

described in the project’s final report. We should expect 

these competencies to evolve in future, reflecting changes 

in practice, technology, legislation, etc.

We have used accepted models wherever possible so as 

to maximize the compatibility with other competency 

profiles and frameworks. our first preference has been 

for pan-Canadian standards, and where these were 

not available, for a provincial model. for example, the 

qualification framework levels are based on a combination 

of the Canadian degree Qualifications framework and 

the ontario Qualifications framework (see a5 below); the 

modified Bloom learning outcome levels (see a5 below) 

are based on the work done by Cambridge professional 

development for the Canadian tourism Human resource 

Council in 2010. Where there have been no suitable 

Canadian models, we have drawn on european models 

[e.g., the european Council of the liberal professions 

(Ceplis) Common values used as the basis for section C] 

and the united Kingdom national occupational standards 

for leadership and management (2008) for the specialist 

management competencies (functional Group 5).

the number of performance criteria becomes very great 

for some of these “borrowed” competencies because we 

have tried to preserve all the relevant criteria from the 

source (condensing a suite of competencies into a single 

one) in order to preserve as close a correspondence to the 

original as possible.

A4.  Core, optional, and additional 
competencies

Competencies can be either core, optional, or additional. 

Core competencies are those that every competent 

academic credential assessor should possess. optional 

competencies are those that are essential for some groups 

of assessors but not for others. additional competencies 

are available for those who have acquired additional 

expertise beyond basic competency and have become 

specialists or acquired management skills (analogous to 

badges on a uniform).

a competent assessor must, therefore, possess all the 

core competencies plus an acceptable combination of 

options. as a hypothetical example, if some academic 

credential assessors only deal with provincial credentials, 

and another group only deals with foreign credentials, 

one would have some optional competencies exclusive 

to foreign credential assessors, and other optional 

competencies only applicable to provincial credential 

assessors. of course, it would be possible for some more 

experienced assessors to be competent as both foreign 

and provincial credential assessors and possess both sets 

of optional competencies. it is not yet clear whether there 

are distinct groups within Canadian academic credential 

assessors who require different competencies or not (in 

which case there are no optional competencies).

if ever the competency framework is extended to include 

all credential assessors, there will undoubtedly be a need 

to define optional competencies for the different groups 

of assessors. When, in due course, formal qualifications 

are developed based on this scheme, it will be necessary 

to specify exactly what combination of competencies is 

required to achieve the qualification(s).
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We have categorized the competencies as follows (see also section B):

fUnCtIOnAL grOUP COrE OPtIOnAL AddItIOnAL

1.  AssEssMEnt  1.1  assess authenticity  
of a credential

 1.2  assess accuracy  
of translation

 1.3  assess status of an 
institution using precedents

 1.4  assess status of an 
institution in the absence  
of relevant precedents

 1.5  assess comparability of  
a foreign credential using 
precedents

 1.6  assess comparability of 
a foreign credential in 
the absence of relevant 
precedents

 1.7  describe educational 
programs

2.  InfOrMAtIOn 
MAnAgEMEnt

 2.1  use databases
 2.2  maintain records and 

statistics
 2.3  analyze information from 

diverse sources

 2.4  Create resources for 
credential assessment

3. COMMUnICAtIOn  3.1  Communicate with client/
applicant

 3.2  Communicate with other 
education, assessment, and 
credential professionals

 3.3  Communicate in english or 
french

4.  PrOfEssIOnAL 
COMPEtEnCIEs

 4.1  engage in professional and 
ethical practice

 4.2  develop yourself
 4.3  Help others to develop
 4.4  Customer service

5.  sPECIALIst 
COMPEtEnCIEs

 5.1  specialize in specific 
national education systems

 5.2  specialize in specific 
occupational sectors

 5.3  master additional 
languages

 5.4  lead a team
 5.5  manage others 
 5.6  lead the organization
 5.7  lead the organization’s 

quality assurance processes
 5.8  develop assessment policy 

and strategy
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A5. reference levels
a competency is an example of a learning outcome. 

learning programs, credentials, and qualifications 

are increasingly being defined in terms of learning 

outcomes in order to give clarity as to what a learner or 

qualified person knows and is able to do at the end of 

the program or assessment. most learning programs and 

academic credentials have learning outcomes that are 

not as complete as full competency (e.g., they provide 

the knowledge but do not aspire to define any attitudes 

or values). 

Qualification framework levels are an indication of the 

intellectual challenge involved in achieving the learning 

outcomes of a particular learning program, credential, 

qualification, or profile. these levels are defined in a 

generic way by a set of level descriptors that constitute a 

qualification framework. Worldwide, national qualification 

frameworks are increasingly being adopted and related 

to overarching international frameworks. there are 

more than 200 frameworks under development around 

the world, usually with between five and 15 levels. We 

believe it will be of value to express the competencies in 

this competency profile in terms of level, but there is no 

framework for all of Canada. as an interim measure, we 

have created a framework using the Canadian degree 

Qualifications framework and extended it downward using 

the ontario Qualifications framework (see appendix i).

in addition, we have provided values for the stage of 

learning for each competency that should be expected in 

a credential based on this profile. this not only clarifies 

the degree of proficiency expected, but also implies the 

appropriate learning activities and assessment tools. We 

have used Bloom’s taxonomy as modified over the last 

half-century and set out in the Cambridge profession 

development report (2010) for the Canadian tourism 

Human resource Council (see appendix ii).

for each competency, we have also given an indication of 

its relative importance, frequency of use, and difficulty 

of learning (expressed in terms of the period of time it 

typically takes to achieve competence). these codes are 

all defined in appendix iii. these parameters are included 

because they are useful, and also to conform to Canadian 

best practice in competency statements.3

these reference levels are all displayed in a box at the 

head of each competency statement.

3   for example, the Canadian tourism Human resource Council’s event 
management international Competency standards 
http://emerit.ca/en/
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  b.  fUnCtIOns Of A CAnAdIAn 
ACAdEMIC CrEdEntIAL AssEssOr

 “ the competency profile is for ‘an experienced credential 

assessor’… adequately or well qualified in various 

dimensions: knowledge; skills; and personal, social,  

and/or methodological abilities.”
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the Canadian economy continues to attract immigrants 

from all over the world. individuals who come to Canada to 

enter the workforce or study at a Canadian university or 

college need to show the value of their foreign education. 

academic credential assessment facilitates immigration, 

entry into academic courses, foreign student exchange, 

further education or training, occupational licensing, 

registration and certification, and entry into the labour 

market.

some or all of the functions of academic credential 

assessment are conducted by a variety of organizations 

in each province and territory: universities, colleges, 

professional licensing and regulatory bodies, sector councils, 

apprenticeship bodies, and other services. in addition, 

there are several credential assessment agencies that 

provide a commercial service at the provincial/territorial 

or pan-Canadian level, usually for immigration or further 

education purposes. there are also a few large employers 

(principally in the government sector) with their own 

credential assessors as part of their recruitment and quality 

assurance departments. finally, there are groups (mostly 

nongovernmental, voluntary organizations) whose role is to 

help immigrants, and it is possible that some of these are 

doing some academic credential assessment work.

the credential assessor’s work is paid for by the client. the 

client (see a2 above) may be the applicant (an individual 

supplying a credential to be assessed) or an organization 

submitting the assessment request on behalf of the 

applicant. there is a significant number of credential 

assessments performed directly for individual clients 

who wish to have their existing credentials assessed or 

an evaluation made of a foreign credential they aspire to. 

it should be noted that although an academic credential 

assessor is making decisions about a document, like all 

professions, the consequences of his or her decisions can 

have significant impacts on individuals and organizations, 

both positive and negative.

a competency profile is not the same as a job description 

or job-role profile, although they are intimately connected. 

a job-role profile describes what a particular job role is and 

is made up of all the different functions carried out in that 

job role. a competency profile comprises all the knowledge, 

skills, attitudes, and values (collectively referred to as a 

competency) that need to be integrated in order to be 

able to perform that job role. in many cases, the same 

competency appears in several different functions (e.g., 

most functions require communication competency).

there is no single set of procedures to carry out an 

academic credential assessment. even within one 

organization, assessors may do things in slightly different 

ways, and certainly this happens between different 

organizations, even when working to common quality 

assurance standards. the chart overleaf illustrates a 

typical process of academic credential assessment. 

documentation is received and divided between 

experienced assessors and technicians or trainees. easier 

cases are handled by the newest assessors, under the 

supervision of experienced assessors. Quality assurance 

is important, and cases are usually reviewed by a second 

assessor. the process can take up to six months, depending 

on the organization and the number of cases being 

analyzed at once. not all credential assessment services 

are organized in this way. smaller organizations, such as 

regulatory bodies, may employ only a few experienced 

assessors and no technicians or trainees.

similarly, there is no single set of functions performed 

in equal measure by all academic credential assessors 

in Canada. However, it is likely that most or all academic 

credential assessors have similar competencies. this 

competency profile tries to identify and specify those 

competencies that are used by academic credential 

assessors in most organizations, expressing them in 

generic terms. We have given them direct relevance by 

providing some examples.
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funCtions of a Canadian aCademiC Credential assessor

CompetenCy profile for an aCademiC Credential assessor · volume 1

We have divided the competencies of academic credential 

assessors into three functional groups:

1. assessment

2. information management

3. communication

in addition, there are two more groups of competencies:

4. professional competencies (the generic functions 

common to all professions)

5. specialist competencies (the additional functions 

performed by those who have acquired additional 

expertise beyond basic competency, and so 

have become specialists or who have acquired 

management skills)

dOCUMEnts ArrIVE At 
OrgAnIzAtIOn

InItIAL AssEssMEnt QUALItY AssUrAnCE fInAL dECIsIOn

Complete applications from 
well-known organizations are 
assessed by new assessors 
(technicians).

preliminary assessment 
is conducted to ensure 
authenticity and completeness 
of documents.

incomplete applications or 
applications from unknown or 
unfamiliar organizations are 
assessed by more experienced 
assessors.

inauthentic documents or 
documents from known 
unrecognized institutions 
are handled as per the 
organization’s policies and 
procedures.

new decisions are recorded in 
databases for future reference.

assessment and decision are 
reviewed by one or more other 
assessors.

appropriate comparability or 
assessment recommendation 
is recorded and documented.  
the final decision is delivered 
to applicant.

assessment and final decision 
are supervised and confirmed 
by a senior assessor.
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  C.  AttItUdEs And VALUEs Of 
An ACAdEMIC CrEdEntIAL AssEssOr

“  a competency profile is all the knowledge, skills,  

attitudes, and values (collectively referred to as a 

competency) that need to be integrated in order  

to be able to perform that job role.”
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attitudes and values of an aCademiC Credential assessor

C1. duty to the applicant
academic credential assessors owe a duty of care to 

applicants. they must display a positive, helpful, and 

sensitive attitude to applicants, remembering that 

they may not have a good knowledge of Canada or 

its languages. academic credential assessors must be 

continuously aware that the result of their decisions will 

directly affect the life chances of applicants, including 

their residency status, their ability to find meaningful 

employment, and their ability to support their families. 

they need to communicate with courtesy and sensitivity.

C2. duty to the Canadian jurisdictions
at the same time, academic credential assessors must not 

compromise public health and safety and the integrity of the 

education systems and professions of the provinces and ter-

ritories of Canada, and must reach impartial, fair, transpar-

ent, and defensible decisions about academic credentials.

C3. Confidentiality
academic credential assessors must respect the 

confidentiality of individual applicants’ personal 

information and ensure information about an individual is 

not disclosed to others except in specified circumstances 

and with the informed consent of the individual.

C4.  Participation in continuous professional 
development

academic credential assessors have a responsibility to 

maintain competency in their field of practice and, to this 

end, must participate in continuous professional develop-

ment throughout their working lives. practitioners will 

keep their knowledge in their field of practice up to date 

and will extend their competencies as the demand for new 

services develops.

C5. Independence and impartiality
academic credential assessors should carry out their pro-

fessional tasks without any form of discrimination because 

of age, ancestry, colour, citizenship, disability, family status, 

gender, marital status, place of origin, political beliefs, religion, 

sexual orientation, or source of income. they have the right to 

exercise personal judgment in the context of their responsibili-

ties after taking into account all relevant circumstances, with-

out any application of external influence. advice and decisions 

should be given impartially and objectively, without pressure 

from external sources and without conflicts of interest.

C6. Honesty and integrity
academic credential assessors are required to act with 

honesty and integrity in their relationships with clients and 

others, including professional colleagues, and must not 

engage in any activity or behaviour that would be likely 

to bring their organization or profession into disrepute or 

undermine public confidence in the profession.

C7. supervision of support staff
academic credential assessors who supervise others 

are required to ensure that any member of their team to 

whom a task is delegated has the competency (attitudes, 

knowledge, and skills) necessary to undertake that task 

effectively and efficiently. they should always provide 

appropriate supervision and support. the responsibility for 

a delegated task remains with the delegator.

C8.  Compliance with codes of conduct 
and practice

academic credential assessors must comply with the 

provisions of relevant legislation and the provisions 

of codes of practice and standards relating to the 

professional services they provide.

C9. Professional indemnity insurance
self-employed academic credential assessors have an 

obligation to carry professional indemnity insurance at 

a level sufficient to ensure the client will be adequately 

compensated in the event of a justified claim arising as a 

result of the provision of their services. (it is expected that 

assessors who are not self-employed will be covered by 

their organization’s insurance.)

C10. Conflicts with moral or religious beliefs
in the event of conflicts with moral or religious beliefs 

arising from a request for the provision of an academic 

credential assessment, members of the profession have 

an obligation to provide information on where that service 

can most conveniently be obtained from a professional 

colleague. after agreeing to provide a service, academic 

credential assessors are bound to set aside any personal, 

religious, political, philosophical, or other convictions.

C11. Environment and sustainability
academic credential assessors should be aware of 

environmental issues; their actions should not lead to 

needless waste of energy, time, or other resources.
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  d.  UndErPInnIng knOwLEdgE 
fOr ALL ACAdEMIC CrEdEntIAL 
AssEssOr COMPEtEnCIEs

there is no single set of procedures or functions to carry 

out an academic credential assessment.
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underpinninG KnoWledGe for all aCademiC Credential assessor CompetenCies

the following knowledge underpins all academic credential 

assessor competencies:

• the constitutional set-up of the provinces and 

territories within Canada, particularly with regard to 

immigration, education, and regulated occupations;

• educational systems of Canada, especially within 

their own province or territory;

• main features of the lisbon recognition Convention 

and the role of substantial differences;

• processes, documents, sources of reference in their 

organization (both formal and informal);

• quality assurance procedures for their organization.

functional group 1: Assessment
Underpinning knowledge requirements for 
all assessment competencies

• purposes, outcomes, types, formats, and elements of 

learning and assessment;

• characteristics of the principal types of learning 

programs and academic and professional institutions;

• purposes, types, and elements of academic 

credentials and professional qualifications;

• legal framework of Canadian education, vocational 

education and training (vet), higher education, and 

professional regulation;

• lisbon recognition Convention and its related 

documents and agreements;

• awareness of the principal methodologies of 

credential assessment: their general purposes, 

principles, areas of application, benefits, limitations, 

and resource requirements;

• pan-Canadian Quality Assurance Framework for the 

assessment of international academic Credentials 

and related documents and agreements;

• purposes, types, and elements of qualifications 

frameworks (including supranational, pan-Canadian, 

sectoral);

• purposes, types, and elements of quality assurance 

systems for learning and assessment in education, 

vet, higher education, and professional qualifications;

• nature of credential fraud;

• terminology of the profession (e.g., credential, 

qualification, certificate, diploma, degree, foundation 

degree, associate degree, level, credit, assessment, 

comparability, equivalence, nostrification).

FunCtional GrouP 1: aSSeSSment

Competency 1.1: Assess authenticity of 
a credential

COrE

7 Qualification level (appendix i)

1 relative importance (appendix iii)

A frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A1 modified Bloom attitudes/values level (appendix ii)

d difficulty (appendix iii)

PerFormanCe Criteria:

a. ensure all required documents are present.

b. determine that the appearance, format, and content 

of documents are appropriate, without signs of 

tampering or fabrication.

c. determine that the documents are mutually 

consistent.

d. verify that the documents were issued by the proper 

authority.

e. verify that the program was offered by the 

institution during the time specified.

f. report a fraudulent document in the required 

manner.

g. maintain up-to-date knowledge of current trends in 

document fraud.

ranGe oF CirCumStanCeS:

i. documents: transcripts, certificates, translations, 

application forms, biographical data, verification 

letters, postal markings, waybills, dissertations, 

diplomas, degrees

ii. consistency: name, age/date, institution, subject, 

location, language, signature of authority
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underpinninG KnoWledGe for all aCademiC Credential assessor CompetenCies

KnoWledGe reQuirementS:

1. lists of accredited and/or government-recognized 

institutions

2. types and techniques of document fraud and 

its detection

3. security techniques for documents

4. trends in and prevalence of security issues

5. relevant national, cultural, and demographic issues

6. principal examples of idiosyncratic institutions 

and terminology

SPeCiFiC ValueS and attitudeS:

• avoid prejudice.

• decide issues on the specific facts.

examPleS:

• example of idiosyncratic institutions: university of 

Cambridge master of arts degree

• example of idiosyncratic terminology: university  

of oxford dphil degree

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having been personally responsible for checking 

documents from at least 50 applicants in the last 

two years, from at least two foreign countries;

• a fraudulent document the candidate has detected 

in the course of work, with the supporting 

justification;

• an example of a report prepared by the candidate on 

a fraudulent document. (this can be for a document 

that was not encountered during the course of the 

candidate’s work if the candidate has no experience 

in that domain.)

FunCtional GrouP 1: aSSeSSment

Competency 1.2: Assess accuracy of translation

COrE

7 Qualification level (appendix i)

1 relative importance (appendix iii)

A frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A1 modified Bloom attitudes/values level (appendix ii)

d difficulty (appendix iii)

PerFormanCe Criteria:

a. use the original documents and other sources to 

check the quality of translations.

b. recognize when to send the document and its 

translation to an appropriate expert for verification.

c. request the applicant or client to provide a fresh or 

improved translation if the original is not considered 

acceptable.

d. Commission a fresh translation of a document from 

an appropriate expert.

ranGe oF CirCumStanCeS:

i. document: transcript, credential, certificate, letter, 

testimonial

ii. quality of translation: literal word-for-word 

translation, interpretative translation, incorrect 

translation of terms

iii. appropriate expert: assessor who has the language 

skills for the document, in-house expert, external 

expert, contracted translator

KnoWledGe reQuirementS:

1. common faux ami – words that appear similar but 

are used in a different way or have significant  

differences in meaning in the two languages

2. different calendar systems and their conversion. 

the assessor can verify the translation by applying 
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the rules of conversion. errors in the translation and 

conversion may create misleading assessment results.

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• errors in the translation and conversion of calendar 

dates may create misleading assessment results (e.g.; 

persian calendar, Julian calendar, islamic calendar 

(among others) to Western calendar)

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having been personally responsible for checking 

document translations from at least 10 applicants 

in the last two years, from at least two foreign 

languages;

• an example of a report prepared by the candidate 

confirming acceptability or unacceptability of a 

translation, with the justification for this conclusion. 

(this can be specially prepared as evidence for 

assessment if the candidate is not required to 

produce such a report during the course of his or 

her work.)

FunCtional GrouP 1: aSSeSSment

Competency 1.3: Assess status of an institution 
using precedents

COrE

9 Qualification level (appendix i)

2 relative importance (appendix iii)

A frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s4 modified Bloom skill level (appendix ii)

A1 modified Bloom attitudes/values level (appendix ii)

d difficulty (appendix iii)

PerFormanCe Criteria:

a. identify credential’s issuing institution.

b. Confirm the institution is not a diploma mill.

c. identify any relevant agreements relating to the 

institution’s recognition or status.

d. identify previous decisions on recognition and 

status of the issuing institution on the appropriate 

databases.

e. decide on comparability or substantial differences 

of the issuing institution with respect to the relevant 

Canadian system.

ranGe oF CirCumStanCeS:

i. issuing institution: academic institution, professional 

institution, awarding body; private, commercial, 

autonomous foundation, or public sector body; 

existing, merged/devolved, defunct

ii. recognition and status: formal recognition or 

approval by the relevant governmental body in 

the country; recognition by relevant professional, 

licensing, or regulatory bodies

iii. appropriate databases: in-house database, external 

database, in-house files, reference book

KnoWledGe reQuirementS:

1. significant characteristics that determine the status 

of an institution

2. sources of information (databases and people) about 

institutions (including diploma mills)

3. recognition that an institution’s status is sometimes 

dependent on the date

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• none suggested

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having been personally responsible for checking  

the issuing institution’s status from at least  

50 applications in the last two years, from at least 

10 foreign institutions;

• a write-up of the methodology and process followed, 

databases used, and outcomes achieved for the 

assessment of a particularly challenging institution.
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FunCtional GrouP 1: aSSeSSment

Competency 1.4: Assess status of an institution  
in the absence of relevant precedents

COrE

10 Qualification level (appendix i)

1 relative importance (appendix iii)

O frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

w difficulty (appendix iii)

PerFormanCe Criteria:

a. identify credential’s issuing institution.

b. Confirm status of credential’s issuing institution is 

not available on the appropriate databases.

c. obtain information relating to status of credential’s 

issuing institution from appropriate sources.

d. Write a report on comparability or substantial 

differences of an issuing institution.

ranGe oF CirCumStanCeS:

i. issuing institution: academic institution, professional 

institution, awarding body; private, commercial, 

autonomous foundation, or public sector body; 

existing, merged/devolved, defunct

ii. status: formal recognition or approval by the 

relevant governmental body in the country; 

recognition by relevant professional, licensing, or 

regulatory bodies

iii. appropriate sources: in-house database, external 

database, in-house files, reference book

iv. appropriate expert: in-house expert, expert in 

another credential assessment service, expert in the 

education system of that country, proper accrediting 

authority for institutions in that country

KnoWledGe reQuirementS:

1. significant characteristics that determine the status 

of an institution

2. sources of information (databases and people) about 

institutions (including diploma mills)

3. recognition that an institution’s status is sometimes 

dependent on the date

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• institutions the organization has not previously 

dealt with

• known institutions when there has been significant 

change in its external environment (e.g., change of 

status or recognition, change of ownership, change 

of legislation)

• known institutions when there has been significant 

change in its structure or operation (e.g., 

introduction of quality assurance procedures)

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having been personally responsible for checking 

the issuing institution’s status (in the absence of 

a relevant precedent) from at least two foreign 

institutions;

• a write-up of the methodology and process followed, 

databases used, and outcomes achieved for the 

assessment of a particularly challenging institution;

• an example of a report prepared by the candidate 

confirming comparability or substantial differences 

in an issuing institution, with the justification for 

this conclusion. (this can be specially prepared as 

evidence for assessment if the candidate has not 

been required to produce such a report during the 

course of his or her work.)
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FunCtional GrouP 1: aSSeSSment

Competency 1.5: Assess comparability of 
a foreign credential using precedents

COrE

9 Qualification level (appendix i)

1 relative importance (appendix iii)

A frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s4 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

w difficulty (appendix iii)

PerFormanCe Criteria:

a. ascertain the purpose of the assessment of the 

credential.

b. identify the appropriate comparable provincial/

territorial academic credentials and their 

characteristics.

c. find the records of previous assessments that are 

directly comparable (precedents).

d. decide whether the precedent(s) is valid for this 

application.

e. seek additional advice and guidance from an 

appropriate expert where the assessor cannot be 

sure whether a difference is substantial.

f. Write a report on comparability or substantial 

differences between the foreign credential and the 

provincial/territorial academic credential(s), with a 

reasoned justification.

g. submit the report on comparability or substantial 

differences to the appropriate stakeholders.

h. record and disseminate the results of the 

assessment in accordance with the organization’s 

procedures.

ranGe oF CirCumStanCeS:

i. appropriate expert: in-house expert, expert in 

another credential assessment service, expert in the 

education system of that country, proper accrediting 

authority for institutions in that country

ii. stakeholders: the client, the applicant (if different 

from the client), appropriate experts, the candidate’s 

line managers 

iii. plar (prior learning assessment and recognition) 

possibilities: acceptance of the foreign credential for 

full or partial exemption, acceptance of the foreign 

credential for full or partial credit transfer, potential 

for further assessment of formal/informal/non-

formal learning through prior learning assessment 

systems

KnoWledGe reQuirementS:

1. criteria for the existence of a substantial difference

2. characteristics of the education programs that exist 

in the province/territory of assessment, including the 

existence of relevant possibilities for plar

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• none suggested

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having been personally responsible for assessing 

the comparability of credentials from at least 50 

applications in the last two years, from at least 

10 foreign institutions, including at least five 

from countries with a language not known to the 

candidate;

• three contrasting examples of reports prepared 

by the candidate confirming comparability or 

substantial differences in academic credentials, with 

the justification for the conclusions, produced by the 

candidate during the course of his or her work;

• a write-up of the methodology and process followed, 

databases used, and outcomes achieved for the 

assessment of a particularly challenging academic 

credential.
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FunCtional GrouP 1: aSSeSSment

Competency 1.6: Assess comparability of 
a foreign credential in the absence of 
relevant precedents

COrE

9 Qualification level (appendix i)

1 relative importance (appendix iii)

A frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s4 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

m difficulty (appendix iii)

PerFormanCe Criteria:

a. ascertain the purpose of the assessment of the 

credential.

b. identify the appropriate comparable provincial/

territorial academic credentials and their 

characteristics.

c. Confirm there are no directly comparable previous 

assessments (precedents).

d. Compare and contrast the elements of the foreign 

credential with the provincial/territorial credentials.

e. seek additional advice and guidance from an 

appropriate expert when the assessor cannot be 

sure whether a difference is substantial.

f. Write a report on comparability or substantial 

differences between the foreign credential and the 

provincial/territorial academic credential(s), with a 

reasoned justification.

g. submit the report on comparability or substantial 

differences to the appropriate stakeholders.

h. record and disseminate the results of the assessment 

in accordance with the organization’s procedures.

ranGe oF CirCumStanCeS:

i. elements of a credential: level, workload, quality, 

format of learning program, grades, profile of learn-

ing program (e.g., focusing on theory, application, or 

research, often reflected in the component courses/

modules and learning outcomes), purpose of creden-

tial, learning outcomes, plar possibilities

ii. appropriate expert: in-house expert, expert in 

another credential assessment service, expert in the 

education system of that country, proper accrediting 

authority for institutions in that country

iii. stakeholders: the client, the applicant (if different 

from the client), appropriate experts, the candidate’s 

line managers

iv. plar possibilities: acceptance of the foreign 

credential for full or partial exemption, acceptance 

of the foreign credential for full or partial credit 

transfer, potential for further assessment of formal/

informal/non-formal learning through prior learning 

assessment systems

KnoWledGe reQuirementS:

1. criteria for the existence of a substantial difference

2. characteristics of the education programs that exist 

in the province/territory of assessment, including the 

existence of relevant possibilities for plar

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• credentials from institutions the organization has 

not previously dealt with

• credentials for new courses and learning programs 

from known institutions

• known credentials from known institutions when the 

entrance requirements or course content has changed

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having been personally responsible for assessing 

the comparability of credentials from at least two 

applications (which lack appropriate precedents) in 

the last two years;

• an example of a report prepared by the candidate 

confirming comparability or substantial differences of 

academic credentials (in the absence of appropriate 
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precedents), with the justification for the conclusions, 

produced by the candidate during the course of his or 

her work.

FunCtional GrouP 1: aSSeSSment

Competency 1.7: describe educational programs

OPtIOnAL

10 Qualification level (appendix i)

2 relative importance (appendix iii)

Y frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

m difficulty (appendix iii)

PerFormanCe Criteria:

a. ascertain the purpose and characteristics of the 

foreign educational program.

b. identify the comparable provincial/territorial 

academic programs and their characteristics.

c. Compare and contrast the foreign educational 

program with the provincial/territorial academic 

programs to identify any substantial differences.

d. seek additional advice and guidance from an 

appropriate expert where the assessor cannot be 

sure whether a difference is substantial.

e. Write a report on comparability or substantial 

differences between the foreign credential and the 

provincial/territorial academic credential(s).

f. submit the report on comparability or substantial 

differences to the appropriate stakeholders.

g. record and disseminate the results of the assessment 

in accordance with the organization’s procedures.

ranGe oF CirCumStanCeS:

i. characteristics of an educational program: level 

of education, workload, quality, quality assurance, 

purpose, target group, format of program delivery, 

grades, educational ladder (progression routes), 

entry requirements, learning outcomes, recognition/

rights within country of origin, number of years 

studied, credentials, plar possibilities

ii. appropriate expert: in-house expert, expert in 

another credential assessment service, expert in the 

education system of that country, proper accrediting 

authority for institutions in that country

iii. stakeholders: the client, the applicant (if different 

from the client), appropriate experts, the candidate’s 

line managers and colleagues

iv. plar possibilities: acceptance of the foreign 

credential for full or partial exemption, acceptance 

of the foreign credential for full or partial credit 

transfer, potential for further assessment of formal/

informal/non-formal learning through prior learning 

assessment systems without attending a formal 

education program

KnoWledGe reQuirementS:

1. criteria for the existence of a substantial difference

2. characteristics of the education programs that exist 

in the province/territory of assessment, including 

the existence of relevant possibilities for plar

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• researching and describing the state tertiary 

education programs of Bangladesh

• identifying the various streams of education within 

a country (e.g.; technical, vocational, university, 

apprenticeship)

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having been personally responsible for describing 

at least two educational programs in the last two 

years, including at least one from a country with a 

language not known to the candidate;

• two examples of reports prepared describing 

academic programs, with the justification for the 

conclusions, produced by the candidate during the 

course of his or her work.
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functional group 2: Information management
Underpinning knowledge requirements for 
all information management competencies

• advanced computer literacy;

• principles of data classification, storage, and retrieval;

• different forms of information management systems 

(e.g., computer-based, paper files);

• privacy and data protection legislation and how they 

affect academic credential assessment;

• your organization’s policies, procedures, and 

requirements for data protection and security;

• principles and terminology of computer database 

structures.

FunCtional GrouP 2: inFormation manaGement

Competency 2.1: Use databases

COrE

7 Qualification level (appendix i)

3 relative importance (appendix iii)

d frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s4 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

w difficulty (appendix iii)

PerFormanCe Criteria:

a. determine what information is required and which 

database(s) will be used.

b. set up and use the database.

c. Check that up-to-date versions of software and data 

are being used.

d. process the data to provide the information and 

database formats required.

e. Create a suitable report format for the queries.

f. Check for consistency and apparent validity.

g. incorporate the results into the assessment/survey 

with appropriate comments about reliability.

h. store and document files in a way that allows them 

to be understood and used by others.

i. operate appropriate security and backup procedures.

ranGe oF CirCumStanCeS:

i. sources of information: explanatory digests, 

reference books, on-line databases

ii. database set-up: equipment, software, subscriptions, 

passwords, etc.

KnoWledGe reQuirementS:

1. awareness of the principal databases used by the 

organization: their general purposes, principles, 

areas of application, benefits, limitations, and 

resource requirements

2. structure, coding, definitions, etc., of the data

3. checks for consistency, validity, and integrity of data

SPeCiFiC ValueS and attitudeS:

• attention to detail

• right first time

examPleS:

• being able to accurately enter, maintain, update, 

and manage data within the assessment agency’s 

database

• accurately updating and analyzing assessments  

according to the history of institutions, their year  

of foundation, periods of civil conflict, institutions 

merging

• reporting on all inconsistencies and errors within 

the database

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having personally used databases as part of his or 

her work assessing the comparability of credentials, 

at least 20 applications in the last two years, from 

at least 10 foreign institutions, including at least five 

from countries with a language not known to the 

candidate;

• a write-up of the methodology and process followed, 

databases used, and outcomes achieved for the 

assessment of a particularly challenging academic 

credential.
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FunCtional GrouP 2: inFormation manaGement

Competency 2.2: Maintain records and statistics

COrE

7 Qualification level (appendix i)

3 relative importance (appendix iii)

A frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

d difficulty (appendix iii)

PerFormanCe Criteria:

a. receive, unpack, check, and record incoming 

documents in accordance with the organization’s 

procedures.

b. identify appropriate destination for incoming 

documents.

c. safeguard documents to ensure their security and 

confidentiality.

d. distribute or store incoming documents in 

accordance with the organization’s procedures.

e. pack and send all outgoing documents to ensure 

their safe arrival.

f. ensure all statistical returns are made accurately, in 

the correct format, and on time.

ranGe oF CirCumStanCeS:

i. documents: electronic files (e-mails, ect.), electronic 

media (floppy disks, Cds, flash disks, hard disks), 

hard copies (letters, original documents, faxes, 

copies, checks)

ii. appropriate destination: someone within the 

organization, someone outside the organization 

or at another site, a storage facility, a particular 

section/department

iii. security and confidentiality: protection from loss, 

damage, decay, corruption, unauthorized access, 

theft

iv. statistical returns: factual information, decisions, 

opinions, notifications of incomplete documentation

KnoWledGe reQuirementS:

1. organization’s policies and procedures

2. organization’s structure (hierarchy) and the different 

functions, resources, and responsibilities of each 

relevant part

3. organization’s classification, filing, and coding systems

4. appropriate means of safeguarding/packing 

documents for storage or onward transmission

SPeCiFiC ValueS and attitudeS:

• respect for the applicant and his or her 

accomplishments

examPleS:

• receiving an application for assessment, checking 

that all required documents are present, recording 

receipt, passing payment cheque immediately to 

finance officer and obtaining receipt, preparing 

acknowledgement letter to applicant, and 

forwarding all documentation for assessment

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having worked with all the main types of documents;

• correct handling of documents sent to other sites, 

sent to other people or departments at the same 

site, and retained by the candidate.
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FunCtional GrouP 2: inFormation manaGement

Competency 2.3: Analyze information from 
diverse sources

COrE

9 Qualification level (appendix i)

3 relative importance (appendix iii)

O frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

m difficulty (appendix iii)

PerFormanCe Criteria:

a. identify the types of information that will be useful.

b. select the sources of information that will need 

investigating and prioritize them.

c. design the data structure and classification definitions.

d. test the process with a limited pilot.

e. Contact people and organizations who may be able 

to supply the information, provide them with clear 

instructions and a time-limited request for the 

informa tion, and politely remind them until they 

deliver.

f. protect the identities and personal details of 

informants and the subjects of the data.

g. Check incoming data for accuracy and consistency; 

correct errors.

h. analyze and synthesize the data.

i. summarize information that is valid, reliable, and 

relevant.

j. identify changing, emerging, and new trends.

k. Contribute to recommendations for future strategy.

l. Canvass the opinions of experts to validate the data 

and inform judgments.

m. make the data available to others.

n. maintain courteous relations with individuals in 

diverse countries and institutions.

ranGe oF CirCumStanCeS:

i. sources of information: explanatory digests, 

reference books, on-line databases

ii. data structure and classification definitions: 

standard parameters

iii. database: table in microsoft Word, spreadsheet, 

database program

KnoWledGe reQuirementS:

1. organization’s policies and procedures for data 

collection and storage

2. organization’s classification, filing, and coding 

systems

3. appropriate means of safeguarding data for storage 

or onward transmission

4. awareness of the principal databases used by the 

organization: their structure, coding, definitions, etc. 

of the data

5. procedures for checking for consistency, validity, 

and integrity of data

SPeCiFiC ValueS and attitudeS:

• attention to detail

• commitment to importance of keeping accurate and 

complete documentation that can be used by others

examPleS:

• assembling data for Competency 1.4 (assess status of 

an institution in the absence of relevant precedents), 

Competency 1.6 (assess comparability of a foreign 

credential in the absence of relevant precedents), 

or Competency 1.7 (describe educational programs), 

or Competency 2.4 (Create resources for credential 

assessment)

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• a report prepared by him or herself assembling 

information from a mix of original and secondary 

sources;

• a self-prepared, new set of data in a comparative 

table or spreadsheet. (it is not necessary to create  

a custom-built database.)
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FunCtional GrouP 2: inFormation manaGement

Competency 2.4 Create resources for 
credential assessment

OPtIOnAL

11 Qualification level (appendix i)

3 relative importance (appendix iii)

r frequency (appendix iii)

k6 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

y difficulty (appendix iii)

PerFormanCe Criteria:

a. identify ways in which assessments can be made 

more consistent and/or efficient.

b. identify information on academic credential 

assessment decisions that could be more readily 

available.

c. Contribute to advances in knowledge/theory and 

professional practice.

d. develop and test new tools and resources.

e. enable others to use new tools and resources.

f. maintain and enhance existing tools and resources.

g. resolve ownership and intellectual-property-rights 

issues regarding the new tool/resource and the data 

held in it.

ranGe oF CirCumStanCeS:

i. new tools and resources: for use by academic 

credential assessors, professional bodies, licensing/

regulatory bodies, academic institutions, awarding 

bodies, employers, individuals

ii. new tools and resources: to facilitate accessing 

decisions by others, to promote consistent use 

of precedents, to accelerate awareness of issues/

problems, to avoid duplication/inconsistency

iii. creation of resources: as part of a team, as specialist 

input to a team, alone

KnoWledGe reQuirementS:

1. organization’s policies and procedures for data 

collection and storage

2. organization’s classification, filing, and coding 

systems

3. appropriate means of safeguarding data for storage 

or onward transmission

4. awareness of the principal databases used by the 

organization: their structure, coding, definitions, etc. 

of the data

5. awareness of intellectual property rights issues

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• creating and documenting a database to store new 

data and entering data into it

• releasing pamphlets or documentation on academic 

credential assessment procedures and/or practices

• preparing and providing presentations to other 

professionals in the industry both within Canada and 

internationally

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• having been involved in creating a new tool/resource 

for credential assessment or a significant upgrade 

of an existing tool/resource, including a diary of 

significant events, a copy of its documentation/

manual, a copy of its output, or other evidence of its 

outcomes;

• an example of the new resource, publicity material 

for it, and its outcomes/products;

• letters of support and endorsement of the new tool/

resource from users.
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functional group 3: Communication
Underpinning knowledge requirements for 
all communication competencies

• characteristics of different channels of 

communication and how to select the most 

appropriate channels;

• how to access and use the principal channels of 

communication most effectively;

• how to avoid the principal dangers associated with 

each channel of communication;

• culturally appropriate and inappropriate modes of 

expression for the major client groups: how to be 

courteous and avoid giving offence or upset.

FunCtional GrouP 3: CommuniCation

Competency 3.1: Communicate with client/applicant

COrE

8 Qualification level (appendix i)

3 relative importance (appendix iii)

d frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

w difficulty (appendix iii)

PerFormanCe Criteria:

a. identify the nature of the client/applicant and use 

appropriate vocabulary.

b. identify all the points that need to be conveyed in 

the message.

c. express difficult decisions in language foreign 

clients/applicants will understand.

d. decide on the appropriate channel to convey 

the message.

e. draft a written communication to the client/

applicant, with good sentence construction and 

grammar.

f. make a note of any conversation and distribute/store 

it appropriately.

g. Have a conversation with the client/applicant 

to acquire and/or deliver information, obtain 

a decision, or reach agreement.

h. deal with difficult clients or difficult messages in 

a calm, professional manner.

ranGe oF CirCumStanCeS:

i. client/applicant may have difficulty communicating 

in either english or french

ii. client/applicant may not be aware of the 

terminology or concepts of academic credential 

assessment

iii. appropriate channel: formal letter, e-mail, internet 

live chat, skype/telephone

iv. conversation: internet live chat, telephone call, 

teleconference, skype video call

KnoWledGe reQuirementS:

1. appropriate ways to express and explain concepts 

and decisions so they can be understood by clients

2. organization’s policy on choice of channel

SPeCiFiC ValueS and attitudeS:

• the academic credential assessor should convey the 

message clearly with the minimum upset to the client.

examPleS:

• acknowledging receipt of a client/applicant’s 

application and/or documents

• requesting additional materials

• replying to a letter of complaint

• reporting on an educational program

• communicating a decision on comparability of 

a qualification

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• report on an educational program drafted by the 

candidate;

• decision letter drafted by the candidate to a client 

confirming the credential fulfills the criteria;

• decision letter drafted by the candidate to a client 

explaining why the credential does not fulfill 

the criteria.
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FunCtional GrouP 3: CommuniCation

Competency 3.2: Communicate with 
other education, assessment, and 
credential professionals

COrE

8 Qualification level (appendix i)

1 relative importance (appendix iii)

A frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

m difficulty (appendix iii)

PerFormanCe Criteria:

a. use appropriate vocabulary and correct grammar.

b. identify all the points that need to be conveyed in 

the message.

c. express complex issues clearly, recognizing and 

respecting cultural milieu and protocols.

d. decide on the appropriate channel to convey 

the message.

e. draft a written communication to another education, 

assessment, or credential professional.

f. Have a conversation to obtain a decision or reach 

agreement.

g. record the important elements of conversations 

with other professionals.

h. take part in a technical meeting.

i. prepare and make a technical presentation using 

visual aids, keeping to time.

j. prepare accurate agendas and minutes of 

a technical meeting.

ranGe oF CirCumStanCeS:

i. the other professionals may have difficulty 

communicating in either english or french.

ii. the other professionals may not be aware of certain 

terminology or concepts of academic credential 

assessment or may use different terminology within 

their organization.

iii. appropriate channel: formal letter, e-mail, internet 

live chat, skype/telephone

iv. conversation: internet live chat, telephone call, 

teleconference, skype video call

v. visual aids: flip chart, whiteboard, or equivalent; 

computer presentation slides using microsoft 

powerpoint or equivalent; physical examples

KnoWledGe reQuirementS:

1. making technical presentations

2. preparing microsoft powerpoint slides, including use 

of graphics and animation

3. using computers, word processing

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• minutes of a meeting

• discussion paper for a meeting

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• a report and a technical letter drafted by the 

candidate;

• two requests for technical information drafted by 

the candidate to another professional in another 

country with a different language;

• notes to record a technical conversation 

with another credential assessor drafted by 

the candidate;

• visual aids and speaker notes prepared by 

the candidate and used at a technical meeting.
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FunCtional GrouP 3: CommuniCation

Competency 3.3: Communicate in 
English or french

COrE

6 Qualification level (appendix i)

3 relative importance (appendix iii)

d frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3 modified Bloom attitudes/values level (appendix ii)

m difficulty (appendix iii)

PerFormanCe Criteria:

a. read and understand specialized articles and 

technical reports in english or french concerned 

with academic credential assessment.

b. Write clear, detailed english or french text on a wide 

range of subjects related to academic credential 

assessment. Write an official letter or report, 

passing on information or giving reasons in support 

of or against a particular point of view.

c. Converse in english or french with a degree 

of fluency and spontaneity that makes regular 

interaction with native speakers possible. take 

an active part in discussion in familiar contexts, 

accounting for and sustaining your views.

ranGe oF CirCumStanCeS:

i. conversation: internet live chat, telephone call, 

teleconference, skype video call

KnoWledGe reQuirementS:

1. terminology and usage of academic credential 

assessment in english or french

SPeCiFiC ValueS and attitudeS:

• the academic credential assessor should 

communicate confidently in english or french.

examPleS:

• none suggested

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• ability to discuss credential assessment matters face 

to face in english or french;

• writing skills – a document prepared by the candidate 

of at least 1,000 words in english or french.

functional group 4: Professional 
competencies
Underpinning knowledge requirements for 
all professional competencies

• attitudes and values required of an academic 

credential assessor (see sections Ci to Cii on page 12);

• lisbon recognition Convention and its related 

documents and agreements;

• pan-Canadian Quality Assurance Framework for the 

assessment of international academic Credentials 

and related documents and agreements. 

FunCtional GrouP 4: ProFeSSional ComPetenCieS

Competency 4.1: Engage in professional and 
ethical practice

COrE

8 Qualification level (appendix i)

4 relative importance (appendix iii)

d frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A4 modified Bloom attitudes/values level (appendix ii)

m difficulty (appendix iii)
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PerFormanCe Criteria:

a. project a professional image.

b. provide good solutions to problems that do not yet 

have standard solutions.

c. avoid conflicts of interest and giving unfair 

advantage.

d. Comply with legislation.

e. demonstrate consistent and ethical behaviour.

f. Keep your own professional skills up to date.

g. promote environmental responsibility and health 

and safety at work.

h. promote equality of opportunity and diversity.

ranGe oF CirCumStanCeS:

i. professional image: appearance, spoken and written 

communication, body language, workstation

KnoWledGe reQuirementS:

1. professional code of practice

2. professional development requirements for your 

professional body

3. sources of appropriate feedback, information, 

advice, and guidance

SPeCiFiC ValueS and attitudeS:

• protect the interests of the public.

• protect the clients’ interests.

• do not bring yourself or your associates into 

disrepute.

examPleS:

• none suggested

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• sponsorship by at least two supervisor(s), 

manager(s), or mentor(s) who have known the 

candidate at work for at least the last two years. 

sponsors should formally confirm (e.g., by signing 

those parts of the candidate’s résumé they have 

personally observed and providing a written 

endorsement of the candidate’s application) that 

in their opinion, the candidate has achieved the 

standard of professional behaviour expected of an 

academic credential assessor.

FunCtional GrouP 4: ProFeSSional ComPetenCieS

Competency 4.2: develop yourself

COrE

8 Qualification level (appendix i)

3 relative importance (appendix iii)

O frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A4 modified Bloom attitudes/values level (appendix ii)

m difficulty (appendix iii)

PerFormanCe Criteria:

a. Clarify your professional requirements, personal 

development aims, and objectives.

b. identify sources of relevant feedback, information, 

advice, and guidance.

c. accept suggestions for personal improvement from 

sources of relevant feedback.

d. review your personal and professional experiences.

e. appraise your personal competency profile, 

strengths, and preferences.

f. identify your competency needs and goals.

g. assess what helps/hinders your development.

h. prepare a personal development plan.

i. take part in learning experiences.

j. monitor, record, and review your development.

k. develop your personal networks.

ranGe oF CirCumStanCeS:

i. professional requirements: for initial licence/

qualification, for maintaining licence/qualification, 

for continuing professional development, for career 

advancement, for improved job performance/

satisfaction

ii. sources of relevant feedback: family, friend, 

colleague, manager, team member, mentor, trainer/

teacher, professional counsellor

iii. learning experiences: formal courses, new 
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experiences, special project, additional role/

responsibility, reflection on performance and change, 

reading, meetings, workshops, conferences, steering 

groups, preparing and delivering presentations, 

performance appraisals, all sources of feedback

KnoWledGe reQuirementS:

1. learning styles, your preferred learning style, 

preferred learning experiences

2. professional development requirements for your 

professional body

3. sources of appropriate feedback, information, 

advice, and guidance

SPeCiFiC ValueS and attitudeS:

• Be willing to learn from your own experience.

• Be willing to learn from the experience of others.

• encourage candid feedback.

examPleS:

• acting as secretary to a working group

• undertaking a special project in a new field

• attending a short course

• reading technical journals, books, Web sites

• engaging in technical discussions with others involved 

in academic credentials (e.g., university teachers, 

assessors/examiners, employers, colleagues)

• writing for technical journals, books, Web sites

• preparing an article, publication, presentation, or 

course on a technical subject

• working as a volunteer in an unfamiliar setting

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• current and past personal development plans;

• personal development record showing at least five 

days per year (or equivalent spare-time activity) 

of continuing professional development activity in 

accordance with the requirements for continuing 

professional membership of the professional body 

(if any).

FunCtional GrouP 4: ProFeSSional ComPetenCieS

Competency 4.3: Help others to develop

COrE

8 Qualification level (appendix i)

3 relative importance (appendix iii)

O frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A4 modified Bloom attitudes/values level (appendix ii)

m difficulty (appendix iii)

PerFormanCe Criteria:

a. Build communication and trust with others.

b. explore others’ goals and options in order to clarify 

their expectations and intended outcomes.

c. identify their sources of relevant feedback, 

information, advice, and guidance.

d. identify their professional requirements and 

personal interests.

e. Help to identify their competency needs and goals.

f. Help them to prepare a personal development plan.

g. Help to provide them with learning opportunities.

h. provide feedback in a non-threatening and 

supportive manner.

i. encourage them to ask questions and seek 

clarification and advice when they need help and 

during learning activities.

j. Help team members address problems affecting 

their performance.

k. develop your own personal networks.

l. reflect on and develop your own coaching or 

mentoring competence.

m. provide support for other managers, coaches, or 

mentors.

n. review your personal and professional experiences.

o. make your professional experiences available to 

others so they may learn from them.
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ranGe oF CirCumStanCeS:

i. professional requirements: for induction, initial 

licence/qualification, maintaining licence/

qualification, continuing professional development, 

career advancement, improved job performance/

satisfaction

ii. sources of relevant feedback: family, friend, 

colleague, manager, team member, mentor, trainer/

teacher, professional counsellor

iii. learning experiences: formal courses, new experi-

ences, special project, additional role/responsibility, 

reflection on performance and change, reading, 

meetings, workshops, conferences, steering groups, 

preparing and delivering presentations, perfor-

mance appraisals, all sources of feedback

iv. mentor: informal, friendly and sustained support; 

formal appointment as a supportive role (outside 

the line-manager role); either informal or formal 

mentoring outside the organization (extracurricular, 

private, voluntary activities)

KnoWledGe reQuirementS:

1. organizational policies, procedures, and ethical 

frameworks for coaching and mentoring

2. how people learn and develop, and how you can help 

them to learn and develop

SPeCiFiC ValueS and attitudeS:

• mentors recognize that the mentee’s interests are 

paramount.

• Help others to learn from your experience.

• mentors are committed to being a role model and 

displaying exemplary behaviour.

• mentors encourage candid feedback.

examPleS:

• providing a safe environment in which to discuss 

weaknesses or failures

• explaining the reasons behind a decision

• providing additional responsibilities to a team 

member (e.g., organizing a meeting or event, acting 

as secretary to a group, being responsible for 

monitoring an emerging technology)

• discussing work-related matters in a non-work 

setting (e.g., when travelling)

• using performance appraisals for developmental 

purposes

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• witness testimony by a subordinate/team member 

of informal mentor behaviour sustained over at least 

six months;

• witness testimony by a subordinate/team member 

of formal coaching/mentoring activity over at least 

six months.

FunCtional GrouP 4: ProFeSSional ComPetenCieS

Competency 4.4: Customer service

COrE

4 Qualification level (appendix i)

3 relative importance (appendix iii)

d frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A4 modified Bloom attitudes/values level (appendix ii)

w difficulty (appendix iii)

PerFormanCe Criteria:

a. recognize that each customer is different and treat 

him or her as an individual.

b. show customers respect at all times and under 

any circumstance.

c. recognize how customers are feeling and 

respond accordingly.

d. adapt your behaviour to give a good customer-

service impression.

e. deliver reliable customer service.

f. do something more than the customer expects 

when the opportunity exists.

g. deal effectively with customers across 

a language divide.

h. recognize and deal effectively with customer 

queries, requests, and problems.

i. deliver customer service to difficult customers.

j. Work with others to improve customer service.
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k. receive and record customer complaints.

l. remedy customer complaints where justified and 

practical, and/or report to appropriate management.

ranGe oF CirCumStanCeS:

i. customer: external customers (client, applicant, 

other assessment agency), internal customers 

(colleague, team leader, manager, other member 

of organization)

KnoWledGe reQuirementS:

1. organization’s standard terms of trade, standing 

orders, code of practice

SPeCiFiC ValueS and attitudeS:

• protect the long-term interests of the organization.

• protect the customers’ interests.

• do not bring yourself or your organization 

into disrepute.

examPleS:

• none suggested

aSSeSSment Criteria

note: it is probable that suitable customer service 

credentials already exist, created for other sectors. it is 

not necessary to develop a specific award for the academic 

credential assessor.

functional group 5: specialist competencies
underpinning knowledge requirements for all 
specialist competencies

• note: these are specialist competencies. there are 

no knowledge requirements common to all of the 

competencies in this functional group.

FunCtional GrouP 5: SPeCialiSt ComPetenCieS

Competency 5.1: specialize in specific national 
education systems

AddItIOnAL

11 Qualification level (appendix i)

4 relative importance (appendix iii)

r frequency (appendix iii)

k6 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3
modified Bloom attitudes/values level  
(appendix ii)

y difficulty (appendix iii)

PerFormanCe Criteria:

for the specified country (countries):

a. establish direct communication with professionals  

in the education and credential systems.

b. identify, categorize, and facilitate access to sources 

of information about current and past education and 

credential systems.

c. identify areas of comparability and sources of 

substantial difference between the principal 

academic credentials and comparable 

Canadian credentials.

d. provide advice to other credential assessors.

e. facilitate agreements on recognition of 

academic credentials.



32 CompetenCy profile for an aCademiC Credential assessor · volume 1

underpinninG KnoWledGe for all aCademiC Credential assessor CompetenCies

ranGe oF CirCumStanCeS:

i. sources of information: explanatory digests, original 

texts (of laws, agreements, charters, regulations, 

etc.), reference books, on-line databases, glossaries, 

address lists, records of assessments of the 

country’s credentials

ii. advice: on credentials, documents, translation, 

status of institutions, substantial differences, 

recognition agreements, educational programs

iii. advice: may be in response to a request, unsolicited 

information all credential assessors should be made 

aware of, in a course or learning program, in a 

publication or explanatory notes

iv. explanatory notes: principal aspects to consider 

when considering credentials from the specified 

country, where to obtain further information 

and assistance

KnoWledGe reQuirementS:

for the specified country (countries):

1. current and past education systems for primary, 

secondary, vet, and higher education: institutional 

set-up, typical institutions and their characteristics, 

typical teaching and assessment styles, regional/

linguistic variations, awarding bodies, assessment 

centres and assessors, numbers and locations

2. principal and typical current and past academic 

credentials: pre-requirements, requirements for 

successful achievement, nature/rigour/reliability of 

assessment, marking/grading systems, examples of 

their documents, content of their records and how 

to access them, dates and numbers

3. regulatory and quality assurance systems, institu-

tional set-up and contact persons, availability and 

reliability of records, security systems and known 

breaches, extent of fraud and its principal forms

4. understanding of cultural issues, systems for 

personal names and identity numbers, typical 

attitudes toward fraud and deception, circumstances 

under which documents may be unavailable

5. any recognition agreements

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• specialist for the organization on Chinese academic 

credentials

• specialist for the organization on european 

credentials

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• a network of at least four professional contacts in 

the education and credential systems in the country 

(countries) in question;

• an example of a briefing note, decision, or advice;  

a new resource, course materials, publicity material, 

or similar that the candidate has prepared, related 

to assessment of academic credentials from the 

country (countries) in question;

• letters of support and endorsement of 

the candidate’s expertise from users.

FunCtional GrouP 5: SPeCialiSt ComPetenCieS

Competency 5.2: specialize in specific 
occupational sectors

AddItIOnAL

10 Qualification level (appendix i)

4 relative importance (appendix iii)

r frequency (appendix iii)

k6 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3
modified Bloom attitudes/values level  
(appendix ii)

y difficulty (appendix iii)

PerFormanCe Criteria:

for the specified sector(s):

a. establish direct communication with human 

resource, education, and training professionals in 

the sector’s education and credential systems.
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b. identify, categorize, and facilitate access to sources 

of information about current and past education and 

credential systems.

c. identify areas of comparability and sources of 

substantial difference between the principal 

academic credentials and comparable provincial/

territorial credentials.

d. provide advice to other credential assessors.

e. facilitate agreements on recognition of academic 

credentials and qualifications.

ranGe oF CirCumStanCeS:

i. organizations: government bodies, regulators, trade 

associations, trades unions, employers associations, 

professional institutions, education and training 

providers, awarding bodies, large employers

ii. sources of information: explanatory digests, original 

texts (of laws, agreements, charters, regulations, 

etc.), reference books, on-line databases, glossaries, 

address lists, records of assessments of the sector’s 

credentials

iii. advice: on credentials, documents, translation, 

status of institutions, substantial differences, 

recognition agreements, educational programs

iv. advice: may be in response to a request, unsolicited 

information all credential assessors should be made 

aware of, in a course or learning program, in a 

publication or explanatory notes

v. explanatory notes: principal aspects to consider 

when considering credentials from the specified 

sector, where to obtain further information 

and assistance

KnoWledGe reQuirementS:

for the specified sector(s):

1. principal activities, subsectors, products, and 

services provided by the sector

2. principal occupations, entry and advancement 

routes, and their distinguishing functions 

and expertise

3. relevant current and past education and training 

systems for apprenticeships, vet, and higher 

education: institutional set-up; typical institutions 

and their functions; typical learning, teaching, and 

assessment styles; regional/linguistic variations; 

awarding bodies; assessment centres and assessors; 

numbers and locations

4. principal and typical current and past qualifications, 

licences, and credentials: institutional set-up, 

pre-requirements, requirements for successful 

achievement, nature/rigour/reliability of assessment, 

marking/grading systems, examples of their 

documents, content of their records and how to 

access them, dates and numbers

5. legal, regulatory, licensing, and quality assurance 

systems, institutional set-up and contact persons, 

availability and reliability of records, security 

systems and known breaches, extent of fraud and its 

principal forms

6. principal stakeholders and their representative 

bodies: government bodies, regulators, trade 

associations, trades unions, employers associations, 

professional institutions, education and training 

providers, awarding bodies, large employers

7. any recognition agreements

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• specialist for the organization on academic 

credentials for biology

• specialist for the organization on engineering 

credentials

aSSeSSment Criteria:

the candidate should submit evidence of the following:

• a network of at least four professional contacts in 

the education and credential systems in the sector;

• an example of a briefing note, decision, or advice;  

a new resource, course materials, publicity material, 

or similar that the candidate has prepared, related to 

assessment of academic credentials from the sector;

• letters of support and endorsement of the 

candidate’s expertise from users.
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FunCtional GrouP 5: SPeCialiSt ComPetenCieS

Competency 5.3: Master additional languages

AddItIOnAL

10 Qualification level (appendix i)

4 relative importance (appendix iii)

r frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3
modified Bloom attitudes/values level  
(appendix ii)

m difficulty (appendix iii)

PerFormanCe Criteria:

in the specified language:

a. read documents and databases related to academic 

credential assessment.

b. Write clear, simple text related to academic 

credential assessment.

c. Write a simple official letter requesting or passing 

on information.

d. Converse using everyday or job-related language.

e. speak in clear, standard speech on familiar matters 

regularly encountered.

f. participate in discussion of professional interest 

when the delivery is relatively slow and clear.

g. translate clear, simple english and/or french text 

related to academic credential assessment from or 

to your specified language.

h. interpret between your specified language and 

english and/or french.

ranGe oF CirCumStanCeS:

i. documents and databases: transcripts, certificates, 

biographical data, Web page, reference book, simple 

official letter

KnoWledGe reQuirementS:

1. basic knowledge of the written and spoken language

2. vocabulary of everyday or job-related words

3. faux ami among everyday or job-related words 

between different languages

4. how to produce all the written characters in 

microsoft Word or e-mail

SPeCiFiC ValueS and attitudeS:

• none suggested

examPleS:

• specialist for the organization on documentation 

written in the russian language

• specialist for the organization on documentation 

written in indian languages

aSSeSSment Criteria: 

the candidate should submit evidence of the following:

• a credential or letter translated from the specified 

language into english/french by the candidate;

• a simple letter written in the specified language by 

the candidate;

• a network of at least two professional contacts 

in the education and credential systems using 

the language;

• an example of a briefing note, decision, or advice;  

a new resource, course materials, publicity material, 

or similar that the candidate has prepared, related 

to assessment of academic credentials written in the 

language;

• letters of support and endorsement of the 

candidate’s language expertise from users.
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FunCtional GrouP 5: SPeCialiSt ComPetenCieS

Competency 5.4: Lead a team

AddItIOnAL

8 Qualification level (appendix i)

2 relative importance (appendix iii)

d frequency (appendix iii)

k6 modified Bloom knowledge level (appendix ii)

s3 modified Bloom skill level (appendix ii)

A3
modified Bloom attitudes/values level  
(appendix ii)

m difficulty (appendix iii)

PerFormanCe Criteria:

a. review assessment decisions made by assessors in 

your team.

b. provide leadership for a team.

c. provide a proactive channel of communication 

between the team and those outside the team.

d. lead team meetings.

e. allocate and check work within a team.

f. make effective decisions.

g. support teamwork and virtual working.

h. encourage innovation within a team.

i. develop productive working relationships with 

colleagues.

j. ensure compliance with legal and regulatory 

requirements within a team.

k. manage quality systems in the team.

ranGe oF CirCumStanCeS:

i. meetings: face to face, virtual

ii. teams: at least two people performing 

interdependent tasks, within the organization, with 

one or more members in a different location or 

organization, short-term, stable over more than 

three months

KnoWledGe reQuirementS:

1. typical sources of motivation of team members

2. organization policy and procedures for quality 

assurance, planning, budgeting, project 

management, performance management, discipline 

and grievances, communications

3. relevant legal and regulatory requirements, 

including health and safety

4. the core competencies of an academic credential 

assessor

SPeCiFiC ValueS and attitudeS:

• Be committed to the organization’s policies.

• Be committed to the members of the team.

• Be committed to high-quality outcomes, delivered to 

time and budget.

examPleS:

• none suggested

aSSeSSment Criteria: 

in the context of experience gained in a team responsible 

for performing academic credential assessments, the 

candidate should submit evidence of the following:

• competence as an academic credential assessor;

• competent performance as leader of a team over 

a period of at least six months (e.g., a performance 

appraisal record);

• an account of a team leadership issue or 

opportunity and how it was successfully tackled by 

the candidate;

• sponsorship by at least two colleagues or managers 

who have known the candidate as a team leader 

for at least six months. sponsors should formally 

confirm (e.g., by signing those parts of the 

candidate’s résumé they have personally observed 

and providing a written endorsement of the 

candidate’s application) that in their opinion, the 

candidate has performed competently as a team 

leader.
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FunCtional GrouP 5: SPeCialiSt ComPetenCieS

Competency 5.5: Manage others

AddItIOnAL

10 Qualification level (appendix i)

2 relative importance (appendix iii)

d frequency (appendix iii)

k5 modified Bloom knowledge level (appendix ii)

s5 modified Bloom skill level (appendix ii)

A4
modified Bloom attitudes/values level  
(appendix ii)

y difficulty (appendix iii)

PerFormanCe Criteria:

a. review assessment decisions made by other 

assessors.

b. develop and implement operational plans for your 

area of responsibility.

c. allocate and monitor the progress and quality of 

work in your area of responsibility.

d. Build and manage teams.

e. ensure compliance with legal and regulatory 

requirements in your area of responsibility.

f. encourage innovation in your area of responsibility.

g. plan and implement change.

h. develop productive working relationships with 

colleagues and stakeholders.

i. recruit, select, and retain colleagues.

j. manage redundancies in your area of responsibility.

k. reduce and manage conflict in your team.

l. lead meetings.

m. initiate and follow disciplinary and grievance 

procedures.

n. manage finance for your area of responsibility.

o. promote the use of technology within your area of 

responsibility.

p. ensure environmental, health, and safety 

requirements are met in your area of responsibility.

q. manage physical resources in your area of 

responsibility.

r. make effective decisions in your area of 

responsibility.

s. support team and virtual working.

t. procure supplies and resources in your area of 

responsibility.

u. manage a program of projects in your area of 

responsibility.

v. monitor and solve customer service problems; 

improve customer service.

w. manage the development and marketing of 

products/services in your area of responsibility.

x. manage quality systems in your area of 

responsibility.

ranGe oF CirCumStanCeS:

i. your area of responsibility: office, cost centre

KnoWledGe reQuirementS:

1. management principles and practices

2. organization policy and procedures for quality 

assurance, planning, budgeting, project 

management, performance management, discipline 

and grievances, communications

3. relevant legal and regulatory requirements, 

including health and safety

4. an awareness of the core requirements of an 

academic credential assessor

SPeCiFiC ValueS and attitudeS:

• Comply with ethical and social requirements by your 

consistent example.

• Be committed to equality of opportunity, diversity, 

and inclusion in your area of responsibility.

• Be committed to the organization’s policies.

• Be committed to those in your area of responsibility.

• Be committed to high-quality outcomes, delivered to 

time and budget.

examPleS:

• manager responsible for an office or cost centre

• manager responsible for services to a particular 

type of client

• manager responsible for a particular service offered 

by the organization

• development of guidelines and processes on 

how to handle individuals who submit fraudulent 

credentials
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aSSeSSment Criteria: 

in the context of experience gained in a department 

responsible for performing academic credential assessments, 

the candidate should submit evidence of the following:

• competence as an academic credential assessor;

• competent performance as manager of an area of 

responsibility over a period of at least one year;

• an account of a management issue or opportunity of 

some complexity and how it was successfully tackled 

by the candidate;

• sponsorship by at least two colleagues who have 

known the candidate as a manager for at least 

one year. sponsors should formally confirm (e.g., 

by signing those parts of the candidate’s résumé 

they have personally observed and providing a 

written endorsement of the candidate’s application) 

that in their opinion, the candidate has performed 

competently as a manager.

FunCtional GrouP 5: SPeCialiSt ComPetenCieS

Competency 5.6: Lead the organization

AddItIOnAL

11 Qualification level (appendix i)

4 relative importance (appendix iii)

d frequency (appendix iii)

k6 modified Bloom knowledge level (appendix ii)

s6 modified Bloom skill level (appendix ii)

A4
modified Bloom attitudes/values level  
(appendix ii)

a difficulty (appendix iii)

PerFormanCe Criteria:

a. map the environment in which your organization 

operates.

b. develop and implement strategic plans for your 

organization.

c. Guide the development of the culture of your 

organization.

d. ensure compliance with legal and regulatory 

requirements for your organization.

e. manage risk.

f. encourage innovation in your organization.

g. plan and implement change.

h. develop productive working relationships with 

colleagues and stakeholders.

i. plan the workforce.

j. manage redundancies in your organization.

k. lead meetings.

l. initiate and follow disciplinary and grievance 

procedures.

m. obtain additional finance for the organization.

n. promote the use of technology within your 

organization.

o. ensure an effective organizational approach to 

environmental, health, and safety issues.

p. Build and sustain collaborative relationships with 

other organizations.

q. make effective decisions.

r. promote knowledge management in 

your organization.

s. support team and virtual working.

t. procure supplies and resources in your organization.

u. direct a program of strategic projects.

v. Build your organization’s understanding of 

its market and customers.

w. improve organizational effectiveness.

x. outsource business processes, where appropriate.

y. promote the image and brand of your organization.

ranGe oF CirCumStanCeS:

i. your organization: organization responsible for 

performing academic credential assessments

ii. your organization: public sector, charitable 

foundation, membership organization, 

commercial enterprise

KnoWledGe reQuirementS:

1. leadership and management principles and practices

2. organization policy and procedures for quality 

assurance, planning, budgeting, management

3. relevant legal and regulatory requirements, 

including financial, environmental, health, and safety

4. an awareness of the core requirements of 

an academic credential assessor
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SPeCiFiC ValueS and attitudeS:

• encourage compliance with ethical, social, 

and environmental requirements by your 

consistent example.

• promote equality of opportunity, diversity, and 

inclusion in the organization.

• Be committed to the organization’s policies.

• Be committed to the organization’s long-term 

sustainability, reputation, and success.

• Be committed to the organization’s owners, 

employees, clients, and other stakeholders.

examPleS:

• chairperson

• chief executive (officer), managing director

• director

aSSeSSment Criteria: 

in the context of experience gained in an organization 

responsible for performing academic credential 

assessments, the candidate should demonstrate evidence 

of the following:

• competent performance as a director over a period 

of at least one year;

• an account of a leadership issue or opportunity of 

some complexity and how it was successfully tackled 

by the candidate;

• sponsorship by at least two colleagues who have 

known the candidate as a director for at least one 

year. sponsors should formally confirm (e.g., by 

signing those parts of the candidate’s résumé they 

have personally observed and providing a written 

endorsement of the candidate’s application) that 

in their opinion, the candidate has performed 

competently as a director.

note: assessment and certification are probably not 

appropriate for this level.

FunCtional GrouP 5: SPeCialiSt ComPetenCieS

Competency 5.7: Lead the organization’s quality 
assurance processes

AddItIOnAL

10 Qualification level (appendix i)

4 relative importance (appendix iii)

d frequency (appendix iii)

k6 modified Bloom knowledge level (appendix ii)

s6 modified Bloom skill level (appendix ii)

A4
modified Bloom attitudes/values level  
(appendix ii)

y difficulty (appendix iii)

PerFormanCe Criteria:

a. analyze the work processes and determinants of 

quality.

b. implement key interventions that will promote 

quality and continuing improvement.

c. monitor performance and attitudes toward quality 

and continuing improvement.

d. develop and maintain appropriate metrics of quality.

e. promote commitment and personal responsibility 

for quality and continuing improvement.

f. investigate complaints and breaches of quality or 

security, and instigate remedial action.

g. design and operate an appeals process.

h. ensure continuing improvement of the quality 

assurance processes and their performance.

ranGe oF CirCumStanCeS:

i. quality: consistency, accuracy, processing times

ii. metrics: processing times, proportion of complaints 

and appeals, proportion upheld



39 CompetenCy profile for an aCademiC Credential assessor · volume 1

underpinninG KnoWledGe for all aCademiC Credential assessor CompetenCies

KnoWledGe reQuirementS:

1. pan-Canadian Quality Assurance Framework for the 

assessment of international academic Credentials

2. principles and practice of quality assurance

3. quality assurance procedures of the organization 

and any external accreditation agencies

4. organization policy and procedures 

5. relevant legal and regulatory requirements, 

including financial, environmental, health, and safety

6. awareness of the core requirements of an academic 

credential assessor

SPeCiFiC ValueS and attitudeS:

• display an exemplary attitude to quality, with a 

commitment to “right first time”.

• adopt perspectives that support coaching and 

advising others rather than policing or auditing.

examPleS:

• quality assurance manager

• quality assurance specialist

• director responsible for quality assurance

aSSeSSment Criteria: 

in the context of experience gained in an organization 

responsible for performing academic credential assessments, 

the candidate should demonstrate evidence of the following:

• competent performance in a senior position in 

quality assurance in the organization over a period 

of at least one year;

• an account of a quality management issue of 

some complexity and how it was successfully 

tackled by the candidate (e.g., the development 

and implementation of a new or modified quality 

assurance procedure);

• sponsorship by at least two colleagues who have 

known the candidate in the role of quality assurance 

manager for at least one year. sponsors should 

formally confirm (e.g., by signing those parts 

of the candidate’s resume they have personally 

observed and providing a written endorsement of 

the candidate’s application) that in their opinion, the 

candidate has performed competently in charge of 

the organization’s quality assurance system.

note: assessment and certification are probably not 

appropriate for this level.

FunCtional GrouP 5: SPeCialiSt ComPetenCieS

Competency 5.8: develop assessment 
policy and strategy

AddItIOnAL

12 Qualification level (appendix i)

4 relative importance (appendix iii)

Y frequency (appendix iii)

k6 modified Bloom knowledge level (appendix ii)

s6 modified Bloom skill level (appendix ii)

A4
modified Bloom attitudes/values level  
(appendix ii)

a difficulty (appendix iii)

PerFormanCe Criteria:

a. enable credential assessors to develop their art and 

science for the service of the public.

b. provide a focus and repository for the collection, 

sharing, analysis, and dissemination of relevant 

information.

c. promote the development and enforcement of 

a suitable code of professional practice.

d. enable credential assessors to promote their 

continuing professional development.

e. represent credential assessors at provincial/

territorial, pan-Canadian, and international levels.

f. map the environment in which credential 

assessment operates.

g. develop and implement strategic plans for 

credential assessment.

h. develop and implement assessment policy.

i. participate in the development of and support for 

professional institutions for credential assessors.

j. provide leadership for credential assessors.

k. Guide development of the culture of credential 

assessment.

l. ensure compliance with legal and regulatory 

requirements.

m. encourage innovation in credential assessment.

n. plan and implement change.
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o. facilitate development of productive working 

relationships with government, other assessment 

agencies, international bodies, and other 

stakeholders.

p. lead meetings.

q. obtain additional finances for the development of 

credential assessment.

r. promote the use of technology within credential 

assessment.

s. ensure an effective approach to environmental, 

health, and safety issues.

t. Build and sustain collaborative relationships with 

other professions and other countries.

u. promote knowledge management.

v. procure expertise and resources.

w. direct a program of strategic projects.

x. actively promote understanding of the environment 

in which credential assessment operates.

y. negotiate, develop, and promote international 

collaborative agreements.

z. promote and protect the good image of credential 

assessment.

ranGe oF CirCumStanCeS:

• none suggested

KnoWledGe reQuirementS:

1. core competencies of an academic credential 

assessor

2. key political, social, and economic issues concerning 

migration 

3. legal and regulatory framework 

4. network of provincial/territorial, pan-Canadian, 

and international organizations in this field

5. main pan-Canadian and international agreements 

and how they are negotiated, implemented, and 

updated

SPeCiFiC ValueS and attitudeS:

• promote the public good and mutual benefit.

• protect the integrity of the organization and 

profession, and the results of its work.

• display a broad outlook and long-term approach.

• display a passion for quality and continuous 

improvement.

examPleS:

• the leadership and senior management of 

assessment organizations who work for the strategic 

development of the credential assessment policy 

and strategy within and beyond their organizations

• representatives of the Canadian academic credential 

assessment profession who are members of working 

groups at provincial/territorial, pan-Canadian, and 

international levels

aSSeSSment Criteria: 

assessment and certification are not appropriate for  

this level.
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  E. APPEndICEs

“ academic credential assessors have a responsibility to 

maintain competency in their field of practice and to 

this end, must participate in continuous professional 

development throughout their working lives.”
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appendiCes

Appendix I. Level framework used
this is a combination of the Canadian degree Qualifications framework and the ontario Qualifications framework.

QUALIfICAtIOn 
LEVEL

gEnErAL 
frAMEwOrk

OUtCOME dEsIgn 
And EMPHAsIs

fUtUrE 
OPPOrtUnItIEs

MInIMUM knOwLEdgE 
ExPECtAtIOns

 1. CertifiCate i Duration: at least 40 
instructional hours

Entry requirements: 
secondary school diploma or 
equivalent. Minimum age of 
18 or 19 years depending on 
the course

Programs provide a level 
of skills, knowledge, and 
attitudes to allow graduates 
to meet narrowly defined job 
requirements.

Employment in entry-level 
positions or preparation for 
postsecondary studies

• basic skill and knowledge requirements for 
entry-level employment with clearly defined 
parameters

• should be able to demonstrate a prescribed 
range of functions (routines/procedures)

• ability to communicate clearly and 
correctly within the requirements of the job 
responsibilities

• respond effectively to written, spoken, or 
visual messages

2. CertifiCate ii Duration: 240–500 
instructional hours

Entry requirements: 
secondary school diploma or 
equivalent. Minimum age of 
18 or 19 years depending on 
the course

Programs provide a level of 
skills, knowledge, and attitudes 
to allow graduates to work in 
a limited range of activities 
within a prescribed range of 
functions.

Employment in entry-level 
positions or preparation for 
postsecondary studies

• basic skill and knowledge for entry-level 
positions within a limited range of activities 
within a prescribed range of functions

• understanding and application of 
mathematical concepts and reasoning; 
analyzing and using numerical data; 
conceptualizing

• application of a variety of thinking skills and 
a systematic approach to anticipate and solve 
problems

• ability to communicate clearly and 
correctly within the requirements of the job 
responsibilities

• ability to perform some non-routine activities 
and functions involving known routines

• ability to undertake activities involving 
individual responsibility and/or collaboration 
with others

3.  CertifiCate of 
apprentiCeship

Duration: up to five years 
depending on skilled trade or 
occupation

Entry requirements: 
defined in regulation 
and varies depending on 
occupation. Minimum age of 
16 years

Programs require 
demonstration of skills and 
knowledge in a specific trade 
or occupation. Training is 
workplace based (80–90 per cent 
on the job; 10–20 per cent  
in-school theory and practice). 

Provides workplace-based 
training in skilled trades 
or occupations, allowing 
transition into employment in 
that trade or occupation.

• skill and knowledge requirements for 
successful performance in a trade or 
occupation as defined by training standards

• performance of defined competencies with 
associated knowledge

• analyzing and evaluating situations to 
determine a course of action, including 
solving problems

• ability to communicate accurately and reliably 
about the work or performance required 
(including analysis), the techniques utilized, 
and the end result

• ability to provide technical advice and 
leadership for resolution of specific problems

• working with others, including planning, 
performance, and evaluation tasks

• ability to demonstrate discretion and 
judgment, and ability to manage your own 
professional development
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QUALIfICAtIOn 
LEVEL

gEnErAL 
frAMEwOrk

OUtCOME dEsIgn 
And EMPHAsIs

fUtUrE 
OPPOrtUnItIEs

MInIMUM knOwLEdgE 
ExPECtAtIOns

4.  CertifiCate of 
QualifiCation

Duration: N/A

Entry requirements: 
demonstration of equivalent 
experience in a trade or 
occupation and meeting 
the performance objectives 
as defined in the training 
standard recommended by 
industry

Requires the successful 
completion of the 
qualification/certification 
examination for a trade or 
occupation

A holder is qualified to be 
employed in a specific trade or 
occupation.

• skill and knowledge requirements for 
successful performance in a trade or 
occupation as defined in trade/occupational 
standards

• performance of defined competencies with 
associated knowledge

• analyzing and evaluating situations to 
determine a course of action, including 
solving problems

• ability to communicate accurately and reliably 
about the work or performance required 
(including analysis), the techniques utilized, 
and the end result

• ability to provide technical advice and 
leadership resolution of specific problems

• working with others, including planning, 
performance, and evaluation tasks

• ability to demonstrate discretion and 
judgment, and ability to manage your own 
professional development

5. CertifiCate iii Duration: two semesters 
or 600–700 equivalent 
instructional hours

Entry requirements: 
secondary school diploma 
or equivalent; OR at least 18 
years of age (or 19, depending); 
OR holds an admission 
requirement for a specific 
program of instruction and 
other additional program-
specific requirements

Programs provide a level 
of skills, knowledge, and 
attitudes to allow graduates 
to perform in a defined range 
of varied activities within a 
prescribed range of functions 
involving known routines 
and procedures, and engage 
students in some learning in 
disciplines outside their main 
field of study.

For employment in entry-level 
positions and for further 
postsecondary studies

• basic skill and knowledge requirements for 
entry-level employment in positions with 
limited range of functions

• some breadth beyond the vocational field 
(arts in society; civic life; social and cultural 
understanding, etc.)

• understanding and application of 
mathematical concepts and reasoning; 
analyzing and using numerical data; 
conceptualizing

• ability to analyze, evaluate, and apply relevant 
information from a variety of sources

• ability to communicate clearly and respond to 
written, spoken, or visual messages in a way 
that meets the needs of the audience

6. Diploma i Duration: 1,000+ equivalent 
instructional hours

Entry requirements: 
secondary school diploma 
or equivalent; OR at least 18 
years of age (or 19 depending); 
OR holds an admission 
requirement for a specific 
program of instruction and 
other additional program-
specific requirements

Programs provide a level of 
skills, knowledge, and attitudes 
to allow the graduates to 
work within a broad range of 
technical and/or administrative 
requirements, coordination, 
and evaluation.

For employment in entry-level 
positions and for further 
postsecondary studies.

• skill and knowledge requirements for 
successful performance in a complex 
occupational setting

• understanding and application of 
mathematical concepts and reasoning; 
analyzing and using numerical data; 
conceptualizing

• application of a variety of thinking skills and 
a systematic approach to anticipate and solve 
problems

• ability to communicate clearly and respond to 
written, spoken, or visual messages in a way 
that meets the needs of the audience

• a range of complex or non-routine activities; 
coordination and evaluation

• planning and initiation of alternative 
approaches to skill and knowledge application

• participation in the development of strategic 
initiatives, personal responsibility, and 
autonomy in performing complex technical 
operations or organizing others

• ability to manage your professional 
development
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7. Diploma ii Duration: four semesters 
or 1,200–1,400 equivalent 
instructional hours

Entry requirements: 
secondary school diploma 
or equivalent; OR at least 18 
years of age (or 19 depending); 
OR holds an admission 
requirement for a specific 
program of instruction and 
other additional program-
specific requirements

Programs provide a level of 
skills, knowledge, and attitudes 
to allow the graduates to 
work within a broad range of 
technical and/or administrative 
requirements, coordination, 
and evaluation, and engage 
students in learning in 
disciplines outside their main 
field of study.

For employment in entry-level 
positions and for further 
postsecondary studies.

• skill and knowledge requirements for 
successful performance in a complex 
occupational setting

• at least some breadth beyond the vocational 
field, with exposure to at least one discipline 
outside the main field of study (e.g., civic life, 
social and cultural understanding, etc.)

• understanding and application of 
mathematical concepts and reasoning; 
analyzing and using numerical data; 
conceptualizing

• ability to communicate clearly and respond to 
written, spoken, or visual messages in a way 
that meets the needs of the audience

• a range of complex or non-routine activities; 
coordination and evaluation

• planning and initiative of alternative 
approaches to skill and knowledge application

• participation in the development of strategic 
initiatives, personal responsibility, and 
autonomy in performing complex technical 
operations or organizing others

• ability to manage your own professional 
development

8.  aDvanCeD 
Diploma

Duration: six semesters 
or 1,800–2,100 equivalent 
instructional hours

Entry requirements: 
secondary school diploma 
or equivalent; OR at least 18 
years of age (or 19 depending); 
OR holds an admission 
requirement for a specific 
program of instruction and 
other additional program-
specific requirements

Programs provide a level of 
skills, knowledge, and attitudes 
to allow the graduates to 
work within a broad range of 
technical and/or administrative 
requirements, coordination, 
and evaluation, and engage 
students in learning in 
disciplines outside their main 
field of study.

For employment in entry-level 
positions and for further 
postsecondary studies.

• skill and knowledge requirements for 
successful performance of a specialized range 
of activities, most of which would be complex 
or non-routine in an occupational setting

• at least some breadth beyond the vocational 
field

• significant range of skills associated with 
fundamental principles and complex techniques 
across a wide and often unpredictable variety 
of contexts in relation to either varied or highly 
specific functions

• understanding and application of 
mathematical concepts, reasoning, thinking 
skills, and problem-solving skills

• ability to analyze, evaluate, and apply relevant 
information from a variety of sources

• ability to communicate clearly and respond to 
written, spoken, or visual messages in a way 
that meets the needs of the audience

• contributions to the development of a broad 
plan, budget, or strategy

• new/additional applications of technical, 
creative, or conceptual knowledge to practical 
and/or real-world situations

• significant judgment in the planning, design, 
and technical leadership and/or guidance 
functions related to the field

• accountability for self and others in achieving 
the outcomes for a team

• ability to manage your own professional 
development
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9.  post-Diploma 
CertifiCate

 Duration: two semesters 
or 600–700 equivalent 
instructional hours

Entry requirements: previous 
diploma in the same field

Programs offer deeper 
knowledge and skills already 
gained through diploma 
study or provide graduates 
of baccalaureate programs 
with specific knowledge and 
skills related to an applied 
occupational area.

For employment in a more 
specialized role and for further 
postsecondary studies

• specialized knowledge in a specific field
• level of knowledge and skill that enhances 

your ability to perform a more specialized 
range of complex and non-routine activities 
within the field

• prescribed range of skilled operations that 
includes the requirement to evaluate and 
analyze current practices, develop new 
criteria, and may include the provision of 
some leadership and guidance to others in the 
application and planning of skills

• ability to communicate clearly and respond to 
written, spoken, or visual messages in a way 
that meets the needs of the audience

• application of knowledge and skills to 
evaluate and analyze current practices and 
develop new criteria

• leadership and guidance may be involved 
when organizing self or others, as well as 
when contributing to technical solutions of a 
non-routine or contingency nature

• individual responsibility or autonomy and/or 
leadership and guidance for others as part of 
a team or group

• ability to manage your own professional 
development

10.  BaChelor’s 
Degree/ 
BaChelor’s 
Degree with 
honours

(Honours degrees 
usually have similar 
requirements but may 
differ in terms of length 
of study, number of 
credits required, or 
required achievement 
level.)

Duration: typically six to eight 
semesters

Entry requirements: receipt 
of secondary school/CEGEP/
pre-university diploma at a 
minimum grade point average. 
Some courses have specific 
requirements such as an 
audition or a portfolio of prior 
work. Students who do not 
meet the requirements may 
be accepted on a probationary 
basis.

Demonstration of knowledge: 
Knowledge obtained 
throughout programs is 
demonstrated through 
independent research or 
projects. SAT examinations, 
performances, or 
demonstrations may also be 
part of the evaluation process.

All bachelor’s degrees aim 
to provide students with 
the capacity of independent 
thought, although the 
breadth of knowledge may 
vary by course, program, and 
institution:

Range of program focuses 
includes:

• education as an end in 
itself

• courses designed for 
employment in a variety of 
fields (e.g., BHum, General 
BA)

• in-depth study into 
academic disciplines 
prepares students for 
employment in specific 
fields (e.g., psychology, 
English)

• Applied focus. Blend of 
theory and practice, where 
the emphasis is on mastery 
of the discipline (e.g., music, 
art, applied design).

• Professional focus 
Designed to be competent 
practitioners in their field 
(e.g., LLB, DDS).

Bachelor’s degrees often 
prepare students for entry 
into graduate studies in the 
same field or in second-entry 
professional degree programs 
(e.g., law or medical programs). 
They also provide employment 
opportunities in one or more 
fields.

Degrees are awarded to students who 
adequately demonstrate (among others):
• basic understanding of the field of practice;
• the ability to research and interpret 

information, including new information 
relevant to the field;

• critical-thinking skills outside the field;
• the ability to review, present, and critically 

evaluate qualitative and quantitative 
information;

• the ability to frame appropriate questions and 
to propose solutions to those problems;

• the ability to make use of scholarly reviews 
and primary sources;

• understanding of the limits of their own 
knowledge and how this might influence their 
interpretations;

• the skills necessary for further study or 
employment in that field.
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11 .  master’s Degree Duration: typically two to six 
semesters depending on the 
field and the student’s speed

Entry requirements: 
undergraduate degree with 
appropriate specialization or 
bridging studies

Demonstration of knowledge: 
Research-based programs are 
usually thesis based, but some 
can be course based, using 
similar methods of evaluations 
as bachelor’s degrees, albeit 
with higher expectations.

Master’s degree programs 
build on knowledge learned 
during undergraduate 
study, while requiring more 
specialized knowledge and 
independent research.

Graduates of master’s degree 
programs have the qualities 
necessary for future study in 
the discipline, or employment 
in fields that require sound 
judgment and initiative 
in complex professional 
environments.

Master’s degrees are awarded to students who 
demonstrate (among others):
• a systematic understanding of knowledge, 

critical awareness of current problems, and/or 
new insights, much of which is at the forefront 
of study of their discipline;

• a working comprehension of how established 
techniques of research and inquiry are used 
to create and interpret knowledge;

• the capacity to address complex issues and 
apply an existing body of knowledge to the 
research of a new question;

• the ability to communicate ideas, issues, and 
conclusions clearly.

12.  DoCtoral 
Degree

Duration: typically three to 
six years depending on the 
program

Entry requirements: normally 
a master’s degree with 
appropriate specialization or 
bridging studies

Demonstration of knowledge: 
Coursework of varying lengths 
aimed at increasing conceptual 
knowledge. A written and oral 
exam prior to authorization 
for work on a dissertation 
may be necessary. Research-
oriented programs (leading 
to the awarding of a Ph. D.) 
require original research in 
the form of a dissertation. 
Practice-oriented programs 
related to a professional or 
creative activity may involve 
a dissertation, but generally 
focus more on theoretical or 
disciplinary evaluations.

Doctoral programs build on 
prior knowledge, usually 
acquired during previous 
graduate-level study.

Holders of doctoral degrees 
must demonstrate a high 
degree of intellectual 
autonomy and an ability to 
create and interpret knowledge 
that extends the forefront of a 
discipline.

Holders of doctoral degrees 
have the qualities needed 
for employment requiring 
the ability to make informed 
judgments on complex 
issues in specialist fields and 
innovation in tackling and 
solving problems.

Doctoral degrees are awarded to students who 
have demonstrated (among others):
• a thorough understanding of a substantial 

body of knowledge at the forefront of the 
discipline or field;

• the ability to conceptualize, design, and 
implement research for the generation of new 
knowledge;

• the ability to produce original research of a 
high enough quality to merit publication;

• the capacity to undertake pure and/or applied 
research at an advanced level;

• the ability to communicate complex and/or 
ambiguous ideas clearly;

• an appreciation of the complexity of 
knowledge and one’s own limits within that 
knowledge.

source: this chart is a combination of the ontario Qualifications framework, http://www.tcu.gov.on.ca/eng/general/postsec/oqf.pdf, and the Canadian degree 
Qualifications framework, http://www.cicic.ca/docs/cmec/Qa-statement-2007.en.pdf. 
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Appendix II. Modified bloom levels

knOwLEdgE dOMAIn

k1 rEMEMbErIng Know what. recall data or information; quote rules, definitions, laws.

k2 UndErstAndIng Know why. understand the meaning, translate, interpolate, and interpret instructions and problems. state a problem 
in one’s own words.

k3 APPLYIng Know how to use a concept in a new situation or unprompted use of an abstraction. apply what was learned in the 
classroom into novel situations in the workplace. put a theory into practical effect; demonstrate, solve a problem, 
manage an activity.

k4 AnALYzIng Know how to examine information in order to understand, explain, or predict. separate material or concepts into 
component parts so its organizational structure may be understood. distinguish between facts and inferences. 
interpret elements, organizational principles, structure, construction, internal relationships. determine quality, 
reliability of individual components.

k5 EVALUAtIng Know how to weigh up ideas and make a judgment. make judgments about the value of ideas or materials. assess 
effectiveness of whole concepts in relation to values, outputs, efficacy, and viability. exercise critical thinking. 
Conduct strategic comparison and review; make judgments relating to external criteria.

k6 CrEAtIng Know how to bring information together in order that something can be decided or acted upon. Build a structure 
or pattern from diverse elements. put parts together to form a whole, with emphasis on creating a new meaning or 
structure. Create new patterns/concepts structures, systems, models, approaches, ideas.

skILLs dOMAIn (InCLUdIng MEntAL skILLs As wELL As PHYsICAL dExtErItY)

s0 AwArEnEss Conscious incompetence.

s1 rEAdInEss Know and be ready to act upon a sequence of steps in a process. recognize one’s abilities and limitations (health 
and safety).

s2 AttEMPtIng imitation: observe and pattern behaviour after someone else, following instructions and practising. performance 
may be of low quality. Guided response: learn a complex skill (early stages), including imitation and trial and error. 
adequacy of performance is achieved by practising.

s3 bAsIC PrOfICIEnCY learned responses have become habitual and the movements can be performed with some confidence, precision, 
and proficiency. few errors are apparent. Conscious competence.

s4 ExPErt 
PrOfICIEnCY

skillful performance involves complex patterns. proficiency is indicated by a quick, accurate, and highly coordinated 
performance requiring a minimum of energy. Coordinate and integrate a series of actions, achieving harmony and 
internal consistency. this category includes performing without hesitation and automatic performance.

s5 AdAPtAbLE 
PrOfICIEnCY

unconscious competence. a high-level performance becomes natural, without needing to think much about it. 
skills are well developed and the individual can modify movement patterns to fit special requirements. respond 
effectively to unexpected experiences. examples: modify instruction to meet the needs of the learners. perform a 
task with a machine that was not originally intended to do it. (machine is not damaged and there is no danger in 
performing the new task.)

s6 CrEAtIVE 
PrOfICIEnCY

Create new movement patterns to fit a particular situation or specific problem. learning outcomes emphasize 
creativity based upon highly developed skills. develop new techniques and/or procedures.
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AttItUdEs (And VALUEs) dOMAIn

A0 ALErtnEss awareness, willingness to hear, selected attention.

A1 COMPLYIng active participation on the part of the learners. attends and reacts to a particular phenomenon. attitudes are 
adopted without consideration or modification, and may be imposed upon the learner by those in authority. 
learning outcomes may emphasize compliance in responding, willingness to respond, or satisfaction in responding 
(motivation).

A2 VALUIng attaches values and expresses personal opinions. decides the worth and relevance of ideas and experiences, but as 
isolated and independent instances. accepts/adopts a particular stance or demonstrates attitudes, while remaining 
constant, which are not consistent with each other.

A3 rELAtIng Considers ethical issues at an abstract, conceptual level. organizes values into priorities by contrasting different 
values, resolving conflicts between them, and creating a coherent value system. the emphasis is on comparing, 
relating, and synthesizing attitudes and values so they are consistent.

A4 COMMItMEnt Commits to a value system that shapes behaviour. the behaviour is pervasive, consistent, predictable, and most 
importantly, characteristic of the learner. learner can act as a role model. instructional objectives concern the 
student’s general patterns of adjustment (personal, social, emotional).
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Appendix III. Codes used for relative 
importance, frequency, level of difficulty

the following coding systems have been used for these 

three parameters:

rELAtIVE IMPOrtAnCE

1 affects an individual assessment

2 affects a significant number of assessments

3 affects all future assessments

4 affects all past assessments

frEQUEnCY

d affects an individual assessment

A affects a significant number of assessments

O affects all future assessments

Q affects all past assessments

Y once or twice a year

r rarely

the level-of-difficulty to learn parameter is a measure of 

the typical length of time to master the competency:

LEVEL Of dIffICULtY tO LEArn

d days, less than one week

w weeks, less than one month

m months, less than one year

y years, less than five years

a ages, more than five years
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