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Disclaimer 
While every effort is made to ensure that the process for evaluating applications for certification is 
effective, RABQSA International Inc does not accept liability for the performance, conduct or 
services provided by the certified person or organisation.  
 
© Copyright RABQSA International, Inc 
This Certification Scheme and associated Intellectual Property is subject to RABQSA 
International, Inc Copyright©.  Apart from any fair dealing for the purposes of application, review 
or reference, as permitted under the Australian and United States of America Copyright Acts, no 
part of this Scheme may be reproduced by any process without the written permission of the Chief 
Executive Officer of RABQSA International, Inc. 
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RABQSA International 
Website: www.rabqsa.com Email: info@rabqsa.com 

RABQSA International, Inc (RABQSA) is accredited by the Joint Accreditation System of Australia 
and New Zealand (JAS-ANZ) as meeting the requirements of the International Standard for 
Personnel Certification Bodies, ISO/IEC 17024:2003 ‘General requirements for bodies operating 
the certification of persons’. 
 
This scheme is not covered under RABQSA’s scope of accreditation with JAS-ANZ.   

Please see the website for your Principal Office’s contact details. 
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Introduction 

The Training Provider Examiner Certification Scheme (TPECS) has been developed by RABQSA 
International, Inc (RABQSA) to address industry expectations of personnel performance and, 
most importantly, to demonstrate that Applicants for RABQSA personnel certification have 
demonstrated the knowledge-based competency requirements defined for specific RABQSA 
personnel certification schemes.    

The TPECS is fundamentally different from standard Training Course Certification in that it has 
been designed to focus on training outcomes (examination of competence) not the training 
process.   

The objectives of the TPECS are to ensure: 

• Applicants for personnel certification have the required knowledge-based competence to 
perform the prescribed role, irrespective of how these competencies have been acquired; 

• Competencies are examined by competent Examiners as part of a formal examination 
process; 

• Candidates who are not-yet-competent are offered training and examination in a form that 
suits the individual needs of the candidate;  

• Organizations conducting examinations have the flexibility to design innovative, customer 
focused examinations and delivery mediums; and 

• Candidates who are examined as competent are provided with the opportunity to be 
certified by RABQSA. 

RABQSA certification to the TPECS is offered to organizations with the demonstrated ability and 
resources to provide effective (fair, valid, reliable and impartial) examinations of the knowledge-
based competency requirements defined in RABQSA’s Competency Units.  Organizations may 
seek certification for one or more RABQSA Competency Units. 

Organizations may be Training Providers or Examination/Testing Centers. 

In accordance with the requirements of ISO/IEC 17024:2003, RABQSA will establish a formal 
Agreement with each TPECS certified organisation to conduct the examination of competency.  
Organizations (termed Training Providers within this document) are required to complete the 
Agreement prior to certification under TPECS being granted. 
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This document has been designed to provide the information required for RABQSA TPECS 
certification, in a clear and easy-to-follow (hyper-linked) format. 

Applicants for certification to TPECS  will be required to provide evidence of Examination Profiles 
and Administrative Requirements; and sign the TPECS Agreement. 

Definitions and Abbreviations used in this document are available at Annex A on page 23.  

Electronic versions of this document have links embedded to enable direct access to selected 
pages as well as page references.  Hard copy versions have page references only. 

Essentially, the Applicant follows the step-by-step process as outlined down the right hand side of 
the page, commencing with Applying for Certification at page 7. 

An EXAMPLE Application Checklist is available at Annex M on page 38.  For your convenience a 
Microsoft Word version of the Application Checklist is available for download from the RABQSA 
web site: www.rabqsa.com. 

An EXAMPLE Examination Profile is available at Annex N on page 41.  For your convenience a 
Microsoft Word version of Examination Profiles are available for download from the RABQSA web 
site: www.rabqsa.com.  
 

 
 

How To Use This Document 
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Apply for Certification 

When deciding what Competency Unit/s of certification you should 
apply  for,  you  should  understand  the  Competency  Unit/s 
requirements.  Details are on  page 8. 

Each  Competency  Unit  requires  the  Examination  Profile  to  be 
developed.  Examination  Profiles  are  to  be  submitted  with  the 
Application.  Details are on page 9. 

Prepare  Administration  Requirements  and  submit  with  the 
Application. Details are on page 12. 

An RABQSA  Training Evaluator will conduct the Document Review 
of all documents submitted. Details are on page 15. 

An RABQSA Training Evaluator will conduct the Office Audit.  Details 
are on page 16. 

An RABQSA Training Evaluator will conduct the On-Site Evaluation.  
Details are on page 17. 

An RABQSA Training Evaluator will conduct Annual Evaluations and 
Office Audits.  Details are on page 20.  

Every three years you will be required to provide evidence to confirm 
that you meet re-certification requirements.  Details are on page 21. 

2. 
Develop Examination Profiles 

4. 
Prepare Administrative 

Requirements 

5. 
Select Examiners 

6. 
Submit Application & Pay 

Application Fee  

7. 
Complete Document Review  

12. 
Annual Evaluations 

1. 
Select Competency Unit/s 

13. 
Re-certification 
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8. 
Complete Office Audit 

9. 
Complete Onsite Evaluation 

10. 
Sign Agreement and  

Pay Initial Certification Fee 

Select  Examiners  and  submit  their  competencies  with  the 
Application. Details are on page 13. 

RABQSA will advise your User ID and Password to apply on line and 
issue the Application Fee Invoice for payment. Details are on page 
14. 

When all  corrective actions  for  any nonconformities  have been 
closed, an Agreement will be sent to you for signing. You will be 
required to pay the Initial Certification Fee.  Annual fees are payable 
each year.  Details are on page 18. 

11. 
Certificate Issued 

Upon receipt of the signed Agreement and the Initial Certification 
Fees the Certificate will be issued.  Details are on page 19. 

3. 
Create the Examination 

Each Competency Unit requires the Examination to be created.  The 
Examination is to be submitted with the Application.  Details are on 
page 10. 



 

 

Select Competency Unit/s  
Competency Unit 

A Competency Unit is a list of competencies relevant to a particular field of employment.  For 
example, RABQSA-TL is comprised of defined competencies that are applicable specifically to a 
management systems audit team leader. 

Each competency within a Competency Unit is comprised of the following: 

• Competency: defines the competency requirement;  

• Performance Criteria: defines the required level of performance, in terms of a set of 
outcomes, that needs to be achieved in order to be deemed competent for each 
competency; and  

• Evidence Guide: information required to demonstrate the candidate's competency for 
each Performance Criteria.  

Training Providers are required to develop fair, reliable and valid examinations for a complete 
Competency Unit. 

Applying for Competency Units 
A Training Provider may apply for certification for one or more Competency Units.   

Examples of Application 

Example 1 
A Training Provider may seek certification to deliver Internal Auditor Examinations.  The 
Competency Unit the Training Provider would apply for is RABQSA-AU.   

The Training Provider may wish to expand the certification; the Training Provider would apply for 
the Internal Auditor Scopes RABQSA-QM, RABQSA-EM, RABQSA-OH or RABQSA-FS.   

The Training Provider may wish to expand the certification again to deliver Management System 
Lead Auditor examination; the Training Provider would apply for RABQSA-TL.   

The Training Provider may wish to expand the certification a third time to deliver Business 
Improvement examination; the Training Provider would apply for RABQSA-OI.   

Example 2 
A Training Provider may seek certification to deliver Six Sigma Yellow Belt Examinations.  The 
Competency Unit the Training Provider would apply for is RABQSA-SSY.   

The Training Provider may wish to expand the certification; the Training Provider would apply for 
Six Sigma Green Belt Certification; the Training Provider would apply for RABQSA-SSG.   

The Training Provider may wish to expand the certification again; the Training Provider would 
apply for Six Sigma Black Belt Certification; the Training Provider would apply for RABQSA-SSB. 
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Note: 
Competency Units are available on the RABQSA website,  www.rabqsa.com.  
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Develop Examination Profiles  
Examination Profiles 

Each Competency Unit has a corresponding Examination Profile.  The Profile includes the 
following information and shall be completed by the Training Provider and submitted to RABQSA 
when applying for certification.  

• Examination Method:   How the candidate is going to be examined, such as; multiple 
choice questions, role play exercises where the candidate interviews a shop-floor operator 
and a senior manager of XYZ Ltd. using open-ended questions and taking sufficient notes 
etc. 

• Location in Examiners’ Guide: Where within the documentation does the examination 
appear, such as Exercise 7 of Examiners’ Guide B, page 15. 

• Examination Day and Time: In a classroom training environment, it is the day on which 
the examination is completed (e.g., Day 3 morning session).  In other environments (i.e., 
workplace assessment), this would be where it is located among other examinations (e.g., 
after examination X is successfully completed). 

The Examination Profiles are used by RABQSA to verify that the Examinations and methods used 
meet the RABQSA TPECS requirements. 

An example Examination Profile can be found at Annex N page 41. 

 
 
 

 
 
 
 

Now Go To Create Examinations (Page 10) 
 
 
 

 

Note: 
Examination Profiles are available on the RABQSA website,  www.rabqsa.com.  
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Create Examinations 
Training Providers are required to examine candidates for each competency included in a 
Competency Unit.   

Each candidate shall be examined for each competency. 

Training Providers shall develop, implement and maintain Examination Guides for all 
Examinations used to assess competencies defined in the Competency Units covered by the 
Scope of Certification.     

Training Providers shall develop Examination activities/processes to ensure the applicant is able 
to demonstrate the requirements of the evidence guide in the RABQSA Competency Unit.  
Training Providers shall also develop model answers/expected results for these activities 
(Examination Guides), which are used as evidence to determine Competent/Not-Yet-Competent 
outcomes for each competency in the Competency Unit. 

The Examination Guides shall contain sufficient detail to ensure Examinations are fair, valid, 
reliable and sufficient. 

Examiners shall be required to use the Examination Guides. 

Training Providers shall provide candidates with information that outlines requirements for 
successful completion, either at, or prior to, program commencement. 

Guidance 

Examples of possible examination processes that may be utilized by TPECS-certified Training 
Providers to obtain evidence of competence are provided below.  

Note that these are examples only.  Training Providers are encouraged to consider a range of 
methodologies. 
 
In general, examination processes involve one or more of the following: 

• Practical assignments within a relevant industry sector; 

• Case studies, practical activities and/or role plays; 

• Mentored activities conducted by Examiner and candidate; 

• Oral and written tests; 

• Research assignments; 

• Computer 'touch screen' or similar e-based examinations; and or 

• Written examinations. 
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Examination Principles 
The development, implementation, and assessment of Examinations shall be based on the Ex-
amination Principles found at Annex D on page 28.  

 

Select 
Competency 

Units 

Develop 
Examination 

Profiles 

Create 
Examinations 

Administrative 
Requirements 

Select  

Examiners 

Submit 
Application & Pay 
Application Fees  

Complete 
Document 

Re-certification 

Complete Office 
Audit 

Complete Onsite 
Evaluation 

Certificate and  
Use of the 
RABQSA 

Corporate Logo 

Annual 
Evaluation 

Sign Agreement 
and 

Pay Initial 
Certification Fee 



 

 

Create Examinations (Cont.) 

Re-Examination 

A basic principle of competency-based examination is that candidates never fail; they are judged 
either as ‘Competent’ or ‘Not-Yet-Competent’ (NYC).  A candidate cannot be deemed Competent 
for a Competency Unit if he/she has been deemed NYC for any of the competencies/elements of 
competency for that Unit. 

Training Providers shall ensure that: 

• NYC is not presented or implied as meaning ‘failure’; and 

• Opportunity is provided to candidates to re-train and/or be re-examined. 

Training Providers shall determine the method of re-examination to be used.  Re-examination 
shall follow the same principles (fair, valid, reliable, sufficient) as the initial examination/s 
completed by the candidate. 

Candidates shall be advised of the right to re-examination before the initial examination. 
 

 
 
 
 

 

 

Now Go To Administrative Requirements (Page 12) 
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Examination Principles 
The development, implementation, and assessment of Examinations shall be based on the Ex-
amination Principles found at Annex D on page 28.  
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Administrative Requirements 
Training Providers seeking TPECS certification are required to develop, implement and maintain 
defined processes to ensure conformity to TPECS certification requirements.   

To achieve RABQSA certification, Training Providers are required to demonstrate: 

• An ethical, flexible, and innovative approach to examination that recognizes prior 
competency and, where required, provides learning options that meet the needs of 
persons seeking RABQSA personnel certification and achieves industry expectations of 
knowledge-based competency. Refer to Annex L on page 37 for Recognition of Prior 
Learning (RPL) and Recognition of Current Competencies (RCC) requirements; 

• A directed and focused emphasis on the examination of knowledge-based competency for 
each candidate; 

• Effective examination practices see page 10; 

• A documented Management System that demonstrates the Training Provider’s ability to 
meet the established requirements of complaints and appeals refer to Annex G page 31; 

• A documented management system that demonstrates the Training Provider’s ability to 
meet the established requirements of confidentiality and security, refer to annex H page 
32;  

• Records of all candidates/graduates examined.  Refer to Annex E on page 29; and 

• A process by which graduates are recommended to RABQSA for Personnel Certification. 
Refer to Annex J on page 34. 

The Training Provider shall define a process for the development and review of  
Examinations and Training Management System that includes the review and validation of the 
Examinations.  Refer to Annex I on page 33.   

Examinations shall be fair, valid, reliable, and sufficient.  

The Training Provider shall ensure that the most current version of the Examinations, and all 
related materials are in use by the candidate, Examiner and all persons associated with the 
conduct of the Examinations. 

The Training Provider that issues the Certificate of Attainment shall remain responsible for the 
Examination, and may not transfer responsibility to another entity.  Refer to Annex F on page 30.  
 
 
 
 

Now Go To Select Examiners (Page 13) 
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Select Examiners 
Each Training Provider shall develop, implement, and maintain defined processes for the initial 
determination of competence and qualification, selection, and on-going evaluation of Examiners. 

Examiners shall be competent to examine the knowledge-based competencies for the Competency 
Unit/s to which they have been assigned. 

• Examiners shall have industry experience in the relevant industry sector and discipline 
covered by the Competency Units being delivered.   

• Competence must include evidence of knowledge (e.g., Certificate of Attainment, Diploma), 
skill (e.g., examination design experience) and qualification (e.g., work experience). 

• Examiners must hold a current Australian Certificate IV in Assessment & Workplace 
Training or International equivalent, or an equivalent RABQSA-recognized relevant 
workplace examination and training qualification (e.g., RABQSA-AS examination).  The 
provision of evidence of equivalence and demonstrated experience is the responsibility of 
the Training Provider. 

The Training Provider shall ensure that all Examiners meet the Training Provider's competence 
requirements and maintain satisfactory performance, to include review, at regular intervals, of each 
Examiner’s performance.  Records of the reviews shall be maintained by the Training Provider.  

Each Training Provider shall provide a list of Examiners, their qualifications and experience to 
RABQSA.  Each approved Examiner must be included in the TPECS Certification Agreement. 

 

 
 

Now Go To Submit Application (Page 14) 
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Note: 
The amount/type of experience required may vary dependant upon the requirements defined by 
the RABQSA Scheme Committee who developed the Competency Unit. 

Note:  
To avoid potential conflict of interest, the Examiner of a candidate should not be the same person 
as the Trainer.  Where the Trainer is also the Examiner, the Training Provider must demonstrate 
how this conflict of interest is managed. 
 
Training Provider Examiners may be eligible to apply for RABQSA Certified Skill Examiner 
Certification.  To avoid potential conflict of interest, the Examiner of a candidate should not be the 
same person as the RABQSA Skill Examiner.  For information on RABQSA Certified Skill 
Examiner please contact the Coordinator Personnel Certification Services in your region’s 
RABQSA  Principal Office. 
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Submit Application  
and Pay Application Fees 

Training Providers seeking TPECS certification with RABQSA are required to submit an 
Application electronically via the RABQSA website.  To gain access to the electronic Application 
Form, Training Providers must contact the Coordinator Training Certification Services in their 
region’s RABQSA Principal Office to obtain a username and password.  Contact details for 
Coordinators are available on the RABQSA website, www.rabqsa.com. 

Training Providers are required to submit the following 10 items of documentation with their 
application: 
1. An Application Checklist must be submitted with supporting documentation as listed on the 

Application Checklist.  An example Application Checklist can be found at Annex M page 38.  
2. Completed Examination Profiles, identifying the examination methodology and location of 

Examination activities in the training provider materials, for all elements of competency in the 
Competency Units, for scope of certification sought, see page 9 for details; 

3. Examination activities and model answers (Examination Guide) for each activity, used as 
evidence to determine competent/not-yet-competent outcomes for each competency in the 
scope sought; 

4. Training timetable/s indicating when Examination activities are undertaken; 
5. Names and qualifications of all Examiners relevant to the applied Competency Units as 

described on page 13. 
6. Details of competency, relevant to Competency Unit sought, for the nominated Examiners, 

see page 13 ; 
7. Documented procedures to demonstrate control over the processes described in this 

document; 
8. Confirmation of availability of records as required by this document; 
9. Evidence of Registered Training Organisation (RTO) certification, (Australian Training 

Providers Only) if applicable; and 
10. Upon RABQSA receiving the Application Checklist and supporting documentation an 

Application Invoice will be issued in accordance with TPECS Fee Schedule available in Annex 
C page 26 and on the RABQSA website www.rabqsa.com/fee_portal.html. 

 
 

Now Go To Complete Document Review (Page 15) 
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Note: 
Competency Units  and Examination Profiles are available on the RABQSA website, 
www.rabqsa.com.  

Note: 
Payments may be made in US$, AU$ or €.  All fees are non-refundable and subject to change.   
Fees paid by credit card may incur a 3% surcharge fee.  Please refer to the fees listed for each 
region on the website www.rabqsa.com for details. 



 

 

Complete Document Review 

When all Application information and  the Application fees for TPECS certification is received, an 
RABQSA Training Evaluator will conduct a document review of the information provided by the 
Training Provider to assess conformity with the requirements defined in this document and the 
corresponding Competency Units.  The results of the document review, including any issues that 
have been identified, will be forwarded to the Training Provider. 

The Training Provider will be required to submit corrective actions for any findings identified in the 
document review prior to the office audit and the on-site evaluation. 

 
 
 
 
 
 
 
 

Now Go To Complete Office Audit (Page 16) 
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Complete Office Audit 
After successful completion of the document review; if the Training Provider is not currently 
certified by RABQSA, or is not a Registered Training Organization (RTO), an office audit of the 
Training Management System will be conducted.  RABQSA reserves the right to conduct an office 
audit prior to certification being granted for currently certified Training Providers and RTOs. 
 
On completion of the office audit, a report summarizing the findings will be provided to the Training 
Provider.  The Training Provider is required to submit acceptable corrective actions for any 
nonconformities that have been identified prior to certification being granted. 
 

 
 
 
 
 
 
 
 
 
 

Now Go To Onsite Evaluation (Page 17) 
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Note: 
RABQSA Training Evaluator’s travel expenses are in addition to the fees noted in this fee sched-
ule. A travel allowance for domestic portal-to-portal time in excess of four (4) hours per Evaluator/
per day may apply; please contact your region’s RABQSA Principal Office Coordinator Training 
Certification Services for further information. 

Please note that cancellation fees may apply for cancelled pre-arranged evaluations within four-
teen (14) days of confirmed evaluation, or if the same activity is cancelled more than one time, 
plus associated travel fees may apply.  



 

 

Complete Onsite Evaluation 
After successful completion of the document review, RABQSA will conduct an on-site evaluation 
of a sample of Examination activities conducted during the training delivery.  This evaluation will 
include observation of the management of Examinations and a review of related processes 
sufficient to gain confidence that the defined processes and related materials are effective in 
achieving the competency outcomes. 
 
Where Examination activities are not conducted during the training delivery, alternate methods of 
verification will be conducted, such as an office audit of assessed Examination outcomes.  
 
On completion of the on-site evaluation, a report summarizing the findings will be provided to the 
Training Provider.  The Training Provider is required to submit acceptable corrective actions for 
any nonconformities that have been identified prior to certification being granted. 
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Note:  
RABQSA Training Evaluator’s travel expenses are in addition to the fees noted in this fee sched-
ule. A travel allowance for domestic portal-to-portal time in excess of four (4) hours per evaluator/
per day may apply; please contact your region’s RABQSA Principal Office Coordinator Training 
Certification Services for further information. 
 
Please note that cancellation fees may apply for cancelled pre-arranged evaluations within four-
teen (14) days of confirmed evaluation, or if the same activity is cancelled more than one time, 
plus associated travel fees may apply.  



 

 

Sign TPECS Agreement and 
Pay Initial Certification Fee 

Once all requirements have been met, RABQSA will request that the Training Provider confirms its 
agreement to comply with TPECS requirements by signing and returning the TPECS Agreement.  
This Agreement must be signed and returned prior to final approval for Certification. 

RABQSA will provide a Certification Invoice with the Agreement.  The Certification Fees and travel 
expenses associated with evaluations must be paid before Certification is granted.   

For complete details of RABQSA’s Fees, refer to the website at www.rabqsa.com/fee_portal.html.  

Approval for Certification will be granted only when: 

• The signed TPECS Agreement is received by RABQSA; 

• All applicable fees (including any travel expenses associated with evaluations) have been 
paid; and 

• All corrective actions for any nonconformities have been closed. 

Certification Fees are due each year on the anniversary of Initial Certification.  RABQSA will 
provide an invoice for the amount due approximately one month prior to the due date.   
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Note: 
Payments may be made in US$, AU$ or €.  All fees are non-refundable and subject to change.   
Fees paid by credit card may incur a 3% surcharge fee.  Please refer to the fees listed for each 
region on the website www.rabqsa.com for details. 



 

 

Certificate and  
Use of the RABQSA Corporate Logo 

When payment for the First Certification Fee has been received by RABQSA, a Certificate is 
issued to the approved Training Provider confirming details of TPECS certification. 

The Certificate includes the following information: 

• Training Provider’s name; 

• RABQSA Competency Units of Certification; 

• RABQSA certificate number; 

• Date certification awarded; and 

• Date certification expires. 

RABQSA TPECS-certified Training Providers will be included on the RABQSA on-line register of 
Certified Training Providers, with details of certified Competency Units. 

Use of the RABQSA Corporate Logo 

RABQSA-certified Training Providers are authorized to use the RABQSA Corporate Logo, in 
accordance with the conditions for use.  Refer to Annex K on page 35 for details. 
 
 
 
 
 

Now Go To Annual Evaluations (Page 20) 
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Annual Evaluations 

Annual Evaluation 

To ensure that all requirements for TPECS certification, as defined in this document, are 
maintained, RABQSA will conduct an Annual Evaluation.  This evaluation will include an on-site 
evaluation of Examination activities and Office Audit of the Training Provider’s Training 
Management System and records to confirm continuing conformity with TPECS certification 
requirements. 

On completion of the Annual Evaluation two reports summarizing the findings of the on-site 
evaluation of Examination activities and the Office Audit will be provided to the Training Provider.  
The Training Provider is required to submit acceptable corrective actions for any nonconformities 
that have been identified within two months prior to certification being confirmed. 

Annual Certification Fees and Annual Evaluation Fees 

Annual Certification Fees are due each year on the anniversary of Initial Certification.  RABQSA 
will provide an invoice for the amount due approximately one month prior to the due date.   

Annual Onsite Evaluation Fees and Annual Office Audit Fees are due each year on the 
anniversary of Initial Certification.  RABQSA will provide an invoice for the amount due 
approximately one month prior to the due date.   
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Note: 

Payments may be made in US$, AU$ or €.  All fees are non-refundable and subject to change.   
Fees paid by credit card may incur a 3% surcharge fee.  Please refer to the fees listed for each 
region on the website www.rabqsa.com for details. 

RABQSA Training Evaluator’s travel expenses are in addition to the fees noted in this fee 
schedule. A travel allowance for domestic portal-to-portal time in excess of four (4) hours per 
evaluator/per day may apply; please contact your region’s RABQSA Principal Office Training 
Provider Coordinator for further information. 

Please note that cancellation fees may apply for cancelled pre-arranged evaluations within 
fourteen (14) days of confirmed evaluation, or if the same activity is cancelled more than one time, 
plus associated travel fees may apply.  



 

 

Re-certification  
Re-certification Evaluation 

To maintain certification, all RABQSA certified Training Providers are required to demonstrate 
continuing compliance with the current certification requirements for the Competency Units 
awarded.  RABQSA will provide reminders with the invoice for Re-certification Fee when the 
date for re-certification is due and the information required. 

At the third year, in addition to the Annual Evaluation activities, Training Providers will be required 
to re-submit Examination Profiles identifying current Examination Activities used to assess defined 
competencies, details of Examination Activities, and associated Examination Guides.  RABQSA 
will conduct a document review of the information provided in addition to a review of the previous 
years’ evaluation reports to ensure continued conformity with requirements. 

The Training Provider will be required to submit corrective actions for any issues that have been 
identified in the document review prior to an on-site evaluation of Examination Activities and office 
audit of the Training Provider’s Training Management System records to confirm continuing 
conformity with TPECS certification requirements. 

On completion of the on-site evaluation of Examination Activities and Office Audit of the Training 
Provider’s Training Management System records to confirm continuing conformity with TPECS 
certification requirements, two reports summarizing the findings of the on-site evaluation of 
Examination Activities and the Office Audit will be provided to the Training Provider.  The Training 
Provider is required to submit acceptable corrective actions for any nonconformities that have 
been identified within two months prior to certification being confirmed. 

Re-certification fees 

These Fees are payable every 3rd anniversary of Initial Certification and each subsequent Re-
certification. The Re-certification Fee  includes the Annual Certification Fee.  The applicable Fee 
will be invoiced by RABQSA.  

Annual Onsite Evaluation Fees and Annual Office Audit Fees are due each year on the 
anniversary of Initial Certification.  RABQSA will provide an invoice for the amount due 
approximately one month prior to the due date.   

Now Go To Extension of Scope (Page 22) 
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Note: 
Payments may be made in US$, AU$ or €.  All fees are non-refundable and subject to change.   
Fees paid by credit card may incur a 3% surcharge fee.  Please refer to the fees listed for each 
region on the website www.rabqsa.com for details. 
 
RABQSA Training Evaluator’s travel expenses are in addition to the fees noted in this fee 
schedule. A travel allowance for domestic portal-to-portal time in excess of four (4) hours per 
evaluator/per day may apply; please contact your region’s RABQSA Principal Office Coordinator 
Training Certification Services for further information. 
Please note that cancellation fees may apply for cancelled pre-arranged evaluations within 
fourteen (14) days of confirmed evaluation, or if the same activity is cancelled more than one time, 
plus associated travel fees may apply.  
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Extension of Scope 
When seeking an Extension to the Scope (adding additional Competency Unit/s) of current 
certification under TPECS, Training Providers will need to make a new application to RABQSA.  
Training Providers should contact the Coordinator Training Certification Services for their region 
for additional information and Applications for Extension of Scope.  Contact details may be found 
on the website www.rabqsa.com. 

The information required to be submitted for an Extension of Scope is: 

• Completed Examination Profile for each of the additional Competency Unit/s for scope of 
certification sought, identifying the examination methodology and location of Examination 
Activities in Training Provider materials, for all elements of Competency. 

• Examination Activities and Examination Guide (model answers) used as evidence to 
determine competent/not-yet-competent outcomes for each element of competency in the 
additional scope sought. 

• Names and qualifications of all Examiners for the applied-for Competency Unit/s. 

• Details of competency, relevant to Competency Units/s sought, for the nominated 
examiners. 

• Application Fee in accordance with the on-line Fee Locator www.rabqsa.com/
fee_portal.html. 

All information should be provided to RABQSA electronically to facilitate review. 

When all Application information (including the Application Fees) for the Expansion of Scope is 
received, RABQSA will conduct a document review of the information provided by the Training 
Provider to assess conformity with the requirements defined in this document and the 
corresponding Competency Units.  The results of the document review, including any issues that 
have been identified, will be forwarded to the Training Provider. 

The Training Provider will be required to submit corrective actions for any findings identified in the 
document review prior to any on-site evaluation. 

After successful completion of the document review, a determination will be made whether an on-
site evaluation of the Examination Activities is required prior to the extension of scope being 
granted. Considerations include, but are not limited to: previous evaluation results, issues 
identified during the document review requiring verification on-site, timing of previous/future 
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Note: 
Payments may be made in US$, AU$ or €.  All fees are non-refundable and subject to change.   
Fees paid by credit card may incur a 3% surcharge fee.  Please refer to the fees listed for each 
region on the website www.rabqsa.com for details. 

RABQSA Training Evaluator’s travel expenses are in addition to the fees noted in this fee 
schedule. A travel allowance for domestic portal-to-portal time in excess of four (4) hours per 
evaluator/per day may apply; please contact your region’s RABQSA Principal Office Training 
Provider Coordinator for further information. 

Please note that cancellation fees may apply for cancelled pre-arranged evaluations within 
fourteen (14) days of confirmed evaluation, or if the same activity is cancelled more than one time, 
plus associated travel fees may apply.  



 

 

For the purpose of these certification requirements, relevant definitions and abbreviations are 
shown. 

Candidate:  A person undergoing training or examination. 

Classroom Training:  Traditional, leader-led training environment, whereby a Training Provider 
offers a training course designed to meet the required Competency Units to a group of candidates 
for a prescribed duration in a classroom style. 

Competency: Demonstrated ability to apply knowledge and skills. (Source: ISO 17024:2003). 

Competency Unit:  List of defined competencies relevant to a particular field. 

Competency Standard:  An industry-determined specification of performance, which sets out the 
skills, knowledge, attitudes (personal attributes) and qualifications, required for operating 
effectively in employment.  

Competency-based Examination:  The gathering and judging of evidence in order to determine 
if a person has achieved a defined level of competency. 

Evidence (of competency):  The set of data and information which, when matched against the 
relevant criteria, provides proof of the candidate’s competency.  Evidence can take many forms 
and be gathered from a number of sources. 

Examination Guide: A document that provides model answers to Examination Activities used by 
an Examiner to determine if a candidate has demonstrated defined competency. 

Examiner (knowledge):  A person employed, engaged or contracted by RABQSA and/or a 
Training Provider, approved under contract with RABQSA, competent in terms of knowledge, skill 
and qualification, to examine the competencies defined in the RABQSA Competency Units 
(knowledge).  

Graduate:  A person who has been examined as competent in one or more Competency Units. 

Individual Tutelage:  Learning Pathway whereby a Trainer provides individual instruction to a 
candidate. 

Learning:  The process of acquiring knowledge, attitudes, or skills from study, instruction, or 
experience.  

Learning Pathway:  A path or sequence of learning or experience that can be followed to attain 
competency.  

Lesson Plan:  A plan detailing how learning and examination is applied. 

Continued next page 

Annex A 
General Definitions 
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Performance Criteria:  The part of a competency that specifies the required level of performance 
in terms of a set of outcomes, which needs to be achieved in order to be deemed competent.  

Provisional Grade Certification:  RABQSA Personnel certification level available to a person 
who has been examined as meeting the knowledge-based competencies required for personnel 
certification, but has not yet demonstrated the additional requirements defined for other grades. 

Recognition of Current Competence (RCC) and Prior Learning (RPL):  The acknowledgement 
of competencies currently held by a person, acquired through qualifications, and/or work or life 
experiences.  

Registered Training Organization (RTO):  Providers and assessors of nationally recognized 
training in Australia, meeting the requirements of the Australian Quality Training Framework 
(AQTF) standards.   A Training Provider is also considered an RTO if they are a currently-certified 
Training Provider by RABQSA or their Training Management System, in support of the TPECS 
Examinations, is certified to ISO 9001. 

Self-paced Learning: Learning pathway whereby a candidate, at his/her own pace, completes a 
lesson plan. 

Training: The development of skills, knowledge, attitudes, competencies, etc, through instruction 
or practice.  

Trainer: A person who is employed or contracted by a Training Provider and is competent, in 
terms of knowledge, skills and qualification, to deliver training to achieve the competencies 
defined in the Competency Units.  

 

 

End of Annex A 

Annex A 
General Definitions (cont) 
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Annex B 
Terms and Conditions of Certification 

Suspension and Cancellation 

Application and/or certification of a Training Provider may be suspended or cancelled (withdrawn) 
for any of, but not limited to, the following: 

• Failure to meet the intent or requirements of TPECS, including the terms of the 
Agreement; 

• Failure to notify RABQSA of a change in key personnel; 

• Failure to provide RABQSA with the required documentation and records on request; 

• Misrepresentation of RABQSA or of the intent or requirements of TPECS;  

• Unresolved substantiated complaints regarding the Training Provider or its 
representatives; and 

• Failure to schedule or confirm an annual evaluation.  

Complaints 

Complaints against RABQSA may be submitted in writing via the RABQSA website, 
www.rabqsa.com.  Each complaint will be reviewed, investigated, and resolved in a timely manner 
through a formal documented process.  In appropriate circumstances, the RABQSA Scheme 
Committee will investigate complaints against RABQSA.  

Appeals 

If an application by a Training Provider for TPECS certification is rejected, or if certification is 
suspended or cancelled, the Training Provider may appeal this decision by providing in writing via 
the RABQSA website www.rabqsa.com additional supportive or mitigating information within 30 
days of the date of formal notice. The appeal will be processed in accordance with RABQSA 
procedure, which is available upon request. 
 
 
 
 

End of Annex B 
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Annex C 
TPECS Fee Schedule 

Continued over page 

 

Effective 1 July 2007 
Fees are non-refundable and are subject to change.   

Invoice payments are due within 30 days from the date of Invoice. 
Details of fees for your region are available on the RABQSA website, www.rabqsa.com. 

    
APPLICATION 

Payable with submission of application and related materials 
Application Fee See web Site 
 

INITIAL EVALUATION 
Payable on completion of each step of evaluation process 
Document review (per Competency Unit)  
On-site Evaluation (per RABQSA Training Evaluator/per day)   
Office Audit (per RABQSA Training Evaluator/per day)  
 

FIRST CERTIFICATION 
Payable on approval for certification 

Initial Certification Fee See web Site 

 
ANNUAL CERTIFICATION 

Payable annually to maintain certification 

Annual Certification Fee See web Site 

 
ANNUAL EVALUATIONS 

Payable on completion of each step of Evaluation process 
On-site Evaluation (per RABQSA Training Evaluator /per day)  
Office Audit (per RABQSA Training Evaluator/per day)  

RABQSA Training Evaluator’s travel expenses are in addition to the fees noted in this Fee 
Schedule. A travel allowance for domestic portal-to-portal time in excess of four (4) hours per 
RABQSA Training Evaluator/per day may apply; please contact your region’s RABQSA Principal 
Office Coordinator Training Certification Services for further information. 

Please note that cancellation fees may apply for cancelled pre-arranged Evaluations within 
fourteen (14) days of confirmed Evaluation, or if the same activity is cancelled more than one time, 
plus associated travel fees may apply.  

 
Continued over page 
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Annex C 
TPECS Fee Schedule (cont) 

Continued over page 

 

 
PAYMENT OPTIONS 

Please see the website for your Principal Office’s contact details. 
 
Payments will be accepted as follows: 

• CREDIT CARD PAYMENTS ONLINE: Credit Card payments may be made in US$, AU$ 
or € via the RABQSA website http://www.rabqsa.com/internalqsa/?
module=sendPayment&func=payment.  

• CREDIT CARD PAYMENTS BY FAX: Please fax your credit card payment form to the fax 
number listed for your Principal Office. 

• PAYMENTS BY PHONE: You can pay your account over the phone using your credit 
card.  Please call your Principal Office during normal business hours Monday to Friday. 

• PAYMENTS BY CHECK/CHEQUE: Send Check/Cheque payable RABQSA to the 
address listed on the RABQSA website www.rabqsa.com for your Principal Office. 

 
 
 
 

 
 
 

End of Annex C 
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Note: 
Payments may be made in US$, AU$ or €.  All fees are non-refundable and subject to change.   
Fees paid by credit card may incur a 3% surcharge fee.  Please refer to the fees listed for each 
region on the website www.rabqsa.com for details. 



 

 

Annex D 

Examination Principles 

Training Providers are required to ensure that all Examinations conducted are valid, sufficient, 
reliable and fair examinations of the defined competencies.   

The development, implementation, and assessment of Examinations shall be based on the 
following Principles: 

Principle 1: The RABQSA Competency Units are the benchmark for examination.  For example, 
the competencies defined under RABQSA-AU: Management Systems Auditing are the only 
criteria upon which examination of that competency unit can be based. 

Principle 2: To be deemed competent against a competency unit, the candidate must be 
examined against all the competencies that comprise that unit. 

Principle 3:  Only competent Examiners may conduct and assess Examinations.   

Principle 4: The Examination is an integral component of the learning process.  Candidates are 
examined as either ‘Competent’, or ‘Not-yet-Competent’ (NYC).  If ‘Competent’, the candidate is 
granted a Certificate of Attainment.  If ‘NYC’, the candidate is to be advised of the areas where 
competency is yet to be achieved, and given further opportunity to achieve competency.   

Principle 5: Examinations must be fair, valid, reliable, and sufficient. 

• Fair: the examination is open, transparent, and free from bias or conflict of interest. 

• Valid: the examination must examine what it claims to examine. 

• Reliable: the examination procedures produce consistent outcomes, irrespective of time, 
examiner, and context. 

• Sufficient: the amount of evidence provided is enough to enable an acceptable 
judgment on the competence of the candidate. 

Principle 6: Examinations must be objective and based on evidence of competency, achieved 
through observation, testing, interview, and/or review of records. 

Principle 7: Training Providers’ management systems that support examinations are sufficient to 
ensure all Principles and certification requirements are met. 

Principle 8: Each Certificate of Attainment and examination record clearly indicates the 
competency unit/s that the candidate has achieved. 

Principle 9: Training Providers develop and maintain examination processes that provide for the 
recognition of current competencies, regardless of where they have been acquired (For further 
information on Recognition of Prior Learning (RPL) and Recognition of Current Competency 
(RCC) see page 37).   

End of Annex D 
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Annex E 
Examination Records 

Training Providers are required to maintain records of examination outcomes.  Records may be 
maintained electronically or in hard-copy. 

An Examination Record is required to be maintained by the Training Provider for each candidate/
graduate and include: 

• Full name of the candidate/graduate; 

• Date/s of the Examination/s; 

• Competencies examined; 

• Assessed Examinations for each candidate, identifying whether the candidate was 
deemed ‘Competent’ or ‘Not-Yet-Competent’ against the Training Provider’s Examination 
Guide, for each competency being examined; 

• Reasons why the candidate was judged NYC (if applicable); 

• Agreed process of re-examination, if NYC (if applicable); 

• Details of re-examination (if applicable); 

• Final C/NYC outcome for the Competency Unit under examination; and  

• Name of the Examiner. 

Examination records shall include evidence of Recognition of Current Competency (RCC) and/or 
Recognition of Prior Learning (RPL), where applicable. 

Records shall be retained for a minimum of three (3) years.  Records shall be readily accessible 
and made available to RABQSA on request. 
 
 
 
 
 
 
 
 

End of Annex E 
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Annex F 
Issue Graduates’ Certificates  

Certificate of Attainment 

Training Providers shall issue a Certificate of Attainment to each candidate (graduate) deemed 
competent.  The certificate is required to include: 

• Full name of the graduate; 

• Competency Unit/s attained by the graduate; 

• Date competency was examined; 

• Date certificate was issued; 

• Name and signature of the authorized representative/s of the Training Provider; 

• Training Provider’s name as certified by RABQSA; 

• RABQSA Corporate Logo and the Training Provider’s mark or logo; and  

• A unique identification number for each certificate. 

All information shall be included on a single side of the certificate. 

The design and content of the certificate shall be approved by RABQSA. 

Certificate records are required to be retained for a minimum of three (3) years.  Records shall be 
readily accessible and made available to RABQSA on request. 

Certificate of Attendance 

Training Providers may issue a Certificate of Attendance to each candidate deemed Not-Yet-
Competent.  If a Certificate of Attendance is issued, the certificate shall include: 

• Full name of the candidate; 

• Date certificate was issued; 

• Name and signature of the authorized representative/s of the Training Provider; and 

• Training Provider’s name. 

The RABQSA Corporate Logo and/or reference to RABQSA TPECS certification must not be 
included on certificates of attendance. 

All information shall be included on a single side of the certificate. 

The design and content of the certificate shall be approved by RABQSA. 

Certificate records are required to be retained for a minimum of three (3) years.  Records shall be 
readily accessible and made available to RABQSA on request. 

 
End of Annex F 
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Annex G 
Complaints and Appeals Procedures 

Training Providers shall develop and maintain documented procedures for managing complaints 
and appeals against their decisions.  The procedures shall include provision for corrective and/or 
preventive action, identified through root cause analysis, to be taken if required as a result of any 
complaint or appeal.   

The proocedures are required to include the potential for involvement of RABQSA in unresolved 
complaints or appeals. 

Training Providers are required to inform all candidates/graduates of the right to make a complaint 
or an appeal against the outcomes of the examination and provide written details of the process 
for doing so on request. 

Training Providers are required to notify each complainant or appellant in writing of the result of 
any complaint or appeal submitted and of the right to appeal against the result to RABQSA. 

Training Providers shall maintain records of all complaints and appeals, and of their resolution.  
These records must be made available to RABQSA on request. 

 
 

End of Annex G 
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Annex H 
Confidentiality and Security 

Confidentiality 

Training Providers shall develop and maintain adequate arrangements, consistent with applicable 
National laws, to safeguard confidentiality of all information provided by candidates and graduates, 
including the results of examinations.  These arrangements shall include organizations or 
individuals acting on its behalf, and representatives of the Training Provider. 

Except as required in accordance with this document, information about a candidate/graduate 
shall not be disclosed to a third party, including the candidate/graduate’s employer without the 
written consent of the candidate/graduate. 

Security 

All Examinations and related items shall be maintained in a secure environment by the Training 
Provider, Examiners and/or its subcontractors, to protect the confidentiality of these items 
throughout their useful life. 
 
 

End of Annex H 
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Annex I 
Review of Examinations and  

Management System 
The Training Provider shall ensure that any major changes it intends to make to the Examinations 
and/or its management system are first approved by RABQSA.   

Depending on the nature of the changes, RABQSA may require re-evaluation of the Examination/s 
and/or the Training Provider’s Training Management System. 

Following a decision on, and publication of changes, the Training Provider shall verify that each of 
its Examiners carries out any necessary adjustments within a reasonable time (e.g., 30 days or 
prior to next examination delivery). 

Training Providers shall notify RABQSA of any change of address, contact details or any 
significant changes in organization structure or provision of services. 

Training Providers are also required to notify RABQSA of any changes to key personnel identified 
in any Agreements, including Examiners. 
 
 
 
 
 

End of Annex I 

 

Page 33  

Document Ref:  TCD15-TPECS certification requirements ©   Edition : 7 Issued :  July 2008 



 

 

Annex J 
Notification of Graduates to RABQSA 

Training Providers are required to advice RABQSA those Graduates who have demonstrated the 
required competencies for a Competency Unit. 

Training Providers shall provide RABQSA with the details of these Graduates, having ensured 
prior to submittal that each graduate has authorized release of this information to RABQSA. 

The following information is required by RABQSA: 

• Graduate’s name, postal address, contact phone number and email address; 

• Competency Unit/s that have been successfully demonstrated; 

• Date(s) of examination; and  

• Name of TPECS-certified Training Provider. 

This information shall be provided electronically every 90 days.  RABQSA will provide a format for 
submission upon request. 

Graduates seeking RABQSA personnel certification grade beyond Provisional Grade (in respect to 
management system auditing) will be required to demonstrate the additional skills, personal 
attributes and (where applicable) qualification competencies required for the grade sought.  Refer 
to the RABQSA web site (www.rabqsa.com) for further details. 
 
 
 

End of Annex J 
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Annex K 
Conditions for Use of RABQSA  

Corporate Logo 

Continued over page 

 

A TPECS-certified Training Provider may use the RABQSA name and Corporate Logo on its 
literature and advertisements (in any form, including electronic) subject to the conditions below.  
The Training Provider shall exercise proper control over use and display of the RABQSA 
Corporate Logo. 

• Only Training Providers certified by RABQSA may use the RABQSA Corporate Logo.  
Training Providers that are not certified by RABQSA, or who are in Application for 
Certification shall not use the Corporate Logo. 

• The RABQSA Corporate Logo shall be reproduced: 

• In the colors as presented above, or in black and white; 

• On a clearly contrasting background; and 

• In a size which makes all features of the mark clearly distinguishable. 

• If the Training Provider has its own mark/logo and applies it to materials together with 
the RABQSA Corporate Logo, the RABQSA Corporate Logo size must not exceed the 
size of the Training Provider’s mark/logo. 

• All materials referring to RABQSA and/or bearing the RABQSA Corporate Logo shall 
include the Training Provider’s name as it appears on the RABQSA certificate. 

• The RABQSA name and/or Corporate Logo shall not be used in any way to suggest that 
the training program is offered by RABQSA, that RABQSA has developed the course, 
that RABQSA has certified or approved anything other than the specific competency 
unit/s and/or examination, or in any other misleading manner. 

• The Training Provider shall not make statements in advertisements, catalogs, courses, 
certificates, etc., that could serve to undermine the reputation of the RABQSA 
programs.  Any and all violations shall be subject to suitable actions, which may include, 
but are not limited to, corrective action, suspension, or withdrawal of RABQSA 
certification and, if necessary, legal action. 

• In addition to the above, misuse of the RABQSA name and/or Corporate Logo by a 
Training Provider applicant or Training Provider that has not submitted an application for 
certification or has not yet received certification will jeopardize its current submission or 
any future attempt to seek RABQSA certification. 

• The Training Provider shall exercise proper control to ensure that all published 
materials, including those provided and/or distributed by a contract organization, follow 
the required conditions and rules.  

• The Training Provider shall take suitable action to deal with incorrect references to its 
certification or certification status, or misleading use of the RABQSA Corporate Logo in 
advertisements, catalogs, etc.  

Continued next page 
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Annex K 
Condition for Use of RABQSA  

Name and Mark (Cont) 

Continued over page 

 

• Training Providers that have had their Applications accepted for evaluation and have paid 
the Application Fee, may use the following wording in published materials: submitted to 
RABQSA for evaluation.  RABQSA reserves the right to withdraw this privilege should the 
privilege be abused.  In all cases, this privilege will expire 12 months after the Application 
submission date.  At no time may Training Providers use this or other similar wording on 
materials if they have not submitted an Application and paid the Application Fee.  

• The RABQSA name and/or Corporate Logo shall not be used to identify Training 
Providers that are not themselves RABQSA-certified, even if such Training Providers’ 
programs are accepted by RABQSA to satisfy the training requirements of its personnel 
certification program/s (e.g., through mutual recognition agreement). 

• If necessary, other requirements and/or clarifications will be developed in consultation 
with individual Training Providers. 

 
End of Annex K 
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Annex  L 
Recognition of Prior Learning / 

Recognition of Current Competence 
Training Providers shall have a defined process for Recognition of Prior Learning and Recognition 
of Current Competence.   

Recognition of Prior Learning (RPL) 

Training Providers shall accept an Applicant’s documented learning and examination records 
(e.g., Certificate of Attainment, Diplomas, formal qualifications etc), following determination of 
equivalence by the Training Provider that the examination of competence reflects equivalence with 
RABQSA defined competencies and Examination Principles, as evidence of competence for RPL.  

Training Providers shall seek approval from RABQSA for recognition of RPL prior to the award of 
a Certificate of Attainment.   

Re-training and/or re-examination may be provided at the candidate’s request.  

For example; 

An Applicant submits a Certificate of Attainment from Hanoi University for internal auditing.  Hanoi 
University is not an RABQSA Certified Training Provider.  The Training provider will conduct an 
‘equivalence’ exercise to determine if the subject course and examination adhered to RABQSA-
AU and RABQSA Examination Principles.  If deemed equivalent, the Training Provider  will seek 
concurrence from RABQSA prior to awarding a  Certificate of Attainment. 

Recognition of Current Competency (RCC) 

Training Providers shall accept an Applicant’s RABQSA Certificate of Attainment as evidence of 
RCC. 

For example; 

An Applicant submits a Certificate of Attainment from Hanoi University for internal auditing— 
RABQSA AU.  Hanoi University is an RABQSA Certified Training Provider.  The Training Provider 
will accept the Certificate as evidence of RCC. 

Re-training and/or re-examination may be provided at the candidate’s request.  
 
 

End of Annex L 
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TPECS Application Checklist 
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Has your organization had an Application rejected or certification refused, withdrawn or 
suspended by a training provider approval body?  
If yes, please give details. 

  
Requirement 

  
Reference 

(For use by 
RABQSA) 

(For use by 
RABQSA) 

  e.g., attachment #, 
section, page 

Received? Verified by 
evaluator? 

Fees (See Fee Schedule) 
  

      

1. Application Documents 
(including): 

      

Course Program/Syllabus 
  

 Attachment 1,  
Section A, Pg 3 

    

Examination Profile for each compe-
tency unit 
  

Attachment 2 
Sections B, C and D 

    

Examination(s) 
  

 Attachment 3 
Section E, Pg 15 

    

Examiner’s guide(s) for each Examina-
tion 
  

 Attachment 4,  
Section F, Pg 16 

    

Evidence of Registered Training Or-
ganization (RTO) status, as applicable 
  

 N/A     

2. Documented Procedures 
(including): 

      

Recognition of Prior Learning (RPL) 
and Recognition of Current Compe-
tence (RCC) processes 
  

Procedures Manual  
Attachment 5,  
Section G Pg 21 

    

Control of publicity and advertising 
  

Procedures Manual  
Attachment 5,  
Section H Pg 22 
 

    

Document control* 
  

Procedures Manual  
Attachment 5,  
Section I Pg 23 

    

Confidentiality and privacy protection* 
  

Procedures Manual  
Attachment 5,  
Section J Pg 24  
 

    

Continued next page 
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Example 

TPECS Application Checklist (Cont) 
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Requirement 

  
Reference 

(For use by 
RABQSA) 

(For use by 
RABQSA) 

  e.g., attachment #, 
section, page 

Received? Verified by 
evaluator? 

Management reviews* 
  

Procedures Manual  
 Attachment 5,  
Section K Pg 25  

    

Internal Audits* 
  

Procedures Manual  
 Attachment 5,  
Section J Pg 26  

    

Corrective action and/or Continual Im-
provement* 
  

Procedures Manual  
 Attachment 5,  
Section J Pg 27  

    

Examination records (including secu-
rity, retention and disposition) 
  

Procedures Manual  
 Attachment 5,  
Section J Pg 28  

    

Translation/interpretation of materials 
  

Procedures Manual  
 Attachment 5,  
Section J Pg 29  

    

Issue and withdrawal of certificates 
  

Procedures Manual  
Attachment 5,  
Section J Pg 30  

    

Submission of significant changes to 
RABQSA for review and acceptance 
before implementation 
  

Procedures Manual  
 Attachment 5,  
Section J Pg 31  

    

Complaints and appeals* 
  

Procedures Manual  
 Attachment 5,  
Section J Pg 32  

    

Process by which potential Provisional 
grade candidates are nominated for 
RABQSA certification 
  

Procedures Manual  
Attachment 5,  
Section J Pg 33  

    

3. Examiners:       

List of Examiners, including applicable 
Competency Unit(s) for each 
  

Attachment 6 
Section A Pg 34 

    

Description of competence, relevant to 
each Competency Unit, for each exam-
iner 
  

 Attachment 6 
Section B Pg 35 

    

Continued next page 
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TPECS Application Checklist (Cont) 
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Requirement 

  
Reference 

(For use by 
RABQSA) 

(For use by 
RABQSA) 

4. Samples of Documents 
(including): 

      

Certificate(s) of Attainment 
  

Attachment 7,  
Section A Pg 35  

    

Typical Advertisement 
  

Attachment 7,  
Section B Pg 36  

    

Program Registration, including pay-
ment and refund policies* 
  

Attachment 7,  
Section C Pg 38 

    

A current list of persons and/or organi-
zations to which you subcontract work 
associated with this program, and a 
description of the work that is subcon-
tracted 
  

 Attachment 7,  
Section D Pg 41  

    

A description of any cooperative rela-
tionships (e.g., franchising, licensing), 
including any promotional materials 
  

 Attachment 7,  
Section E Pg 42 

    

Training Provider profile 
  

 Attachment 8,  
Section A Pg 44  

    

End of Annex M 

* Registered Training Organizations are not required to submit these materials with the initial  
application. 
 
NOTES / COMMENTS____________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________



 

 

Annex  N 
Example 

RABQSA-AU Examination Profile 
Training Provider:  Sample Training Company Date:  December 18, 2007   

 
EXAMINATION PROFILE 

Competency: Understand the application of the principles, procedures and techniques of 
auditing. 
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Performance 
Criteria 

Evidence Guide Examination 
Method 

Location in 
Examiners’ 
Guide 

Exami-
nation 
Day and 
Time 

RABQSA 
Use Only 
Verification/
remarks 

The principles, 
objectives and 
techniques of 
auditing man-
agement sys-
tems, as out-
lined in ISO 
19011:2002, 
are understood 
and applied. 

Understanding of 
the auditing princi-
ples and practices 
as identified in ISO 
19011:2002 is 
demonstrated. 
  

Role Play Role Play: 
Activity 1 
Page 1 

Day 1 – 
9:30-
10:30 

  

The terms and 
definitions of 
ISO 
19011:2002 
are understood 
and applied. 

The correct use of 
terms and defini-
tions of 
ISO19011:2002 is 
demonstrated. 

Role Play Role Play: 
Activity 2 
Pages 2 - 3 

Day 1 – 
12:00-
12:30 

  

Audit criteria 
relevant to the 
auditee’s busi-
ness and op-
eration are 
identified. 

Relevant audit ob-
jectives, scope and 
criteria are accu-
rately defined. 
  

Written  
Exercise 

Written 
Exercise 
Activity 3 
Page 4 

Take 
Home 
Assess-
ment 
Task – 
Day 1 

  

An audit plan is 
developed to 
meet the 
agreed audit 
criteria. 
  

The issues affect-
ing the feasibility of 
an audit such as 
information require-
ments, auditee co-
operation, and re-
source availability 
are identified. 

Written  
Examination 

Written 
Exam 
Question 
3b 

Day 5 – 
13:00-
15:00 

  

Continued next page 



 

 

Annex  N 
Example 

RABQSA-AU Examination Profile 
Training Provider:  Sample Training Company Date:  December 18, 2007   

 
EXAMINATION PROFILE 

Competency: Understand the application of the principles, procedures and techniques of 
auditing. 
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Performance 
Criteria 

Evidence Guide Examination 
Method 

Location in 
Examiners’ 
Guide 

Exami-
nation 
Day and 
Time 

RABQSA 
Use Only 
Verification/
remarks 

A document 
review is com-
pleted. 

A document review 
within the audit 
criteria is con-
ducted with omis-
sion or deviation 
justified and appro-
priate actions are 
communicated to 
the auditee. 

Written  
Exercise 

Written 
Exercise 
Activity 4 
Page 7 

Take 
Home 
Assess-
ment 
Task – 
Day 2 

 

All aspects of 
the on-site au-
dit activities 
are understood 
and applied. 

On-site audit activi-
ties are planned 
and a written audit 
plan is prepared, 
including an audit 
timetable that ac-
curately reflects the 
achievement of the 
audits objectives 
within the agreed 
or prescribed time-
table. 

Case Study Case 
Study  
Activity 6 
Page 9 

Day 2 – 
11:30 – 
12:30 

  

  An audit checklist 
or other relevant 
work documents 
that conforms to 
the requirements of 
the reference stan-
dard is developed. 

 Case Study Case 
Study  
Activity 7 
Page 10 

 Day 2  
12:30—
13:00 

  

  An opening meet-
ing is conducted 
addressing all 
items in ISO 
19011:2002 guide-
lines. 

 Case Study Case 
Study  
Activity 8 
Page 11 

 Day 2 
14:00-
14:30 

  

Continued next page 



 

 

Annex  N 
Example 

RABQSA-AU Examination Profile (Cont) 
Training Provider:  Sample Training Company Date:  December 18, 2007   

 
EXAMINATION PROFILE 

Competency: Understand the application of the principles, procedures and techniques of 
auditing. 
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Performance 
Criteria 

Evidence Guide Examination 
Method 

Location in 
Examiners’ 
Guide 

Exami-
nation 
Day and 
Time 

RABQSA 
Use Only 
Verification/
remarks 

  A closing meeting 
is conducted to 
present findings 
and agree on fol-
low-up actions. 

 Written 
Exercise 9 

 Exercise 
9, Pg 15 

 Day 4 
14:00 —
15:00 

  

An audit report 
is prepared. 

A written audit re-
port accurately 
communicating the 
audit findings is 
prepared. 

 Group 
Assessment 

Exercise 
10, Pg 18 

 Day 4 
15:00 - 
17:00 

  

Requirements 
for follow-up 
and closing are 
understood 
and applied. 

Activities required 
to follow-up and 
close out noncon-
formities are identi-
fied and are con-
sistent with the na-
ture of the noncon-
formities, the audit 
criteria and the 
auditee’s opera-
tions. 

 Role Play Exercise 
19, Pg 21 

 Day 4 
10:00 - 
11:00 

  

  Evidence that is 
objective and rele-
vant to the audit 
criteria is collected 
and verified. 

Written 
Exercise 9 

Exercise 
9, Pg 15 

Day 4 
14:00 —
15:00 

 

  Audit findings are 
generated based 
on collected and 
verified evidence 
with valid audit 
conclusions based 
on objective evi-
dence  generated. 

Written 
Exercise 9 

Exercise 
9, Pg 15 

Day 4 
14:00 —
15:00 

 

End of Annex N 
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Markers Guide 
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ACTIVITY 7 – AUDITOR COMPETENCIES 
30 min 
Activity: 
List the knowledge, skills and personal attributes effective management systems auditors need to 
demonstrate to perform a management systems audit.  Create a poster with this information and 
verbally present this information back to the class. 

The Reference is ISO 19011:2002.  The Reference is not provided to the Candidate during the 
examination. 
The Examination is focussed on the Candidates ability to verbally present  a list of key auditor 
competencies. 
The Examination assumes that the Candidate has received prior instruction on the key compe-
tency profiles in ISO 19011. 
 
  
Required Evidence: 
  
Knowledge:    
List of knowledge-based competencies as per ISO 19011 without error or omission. 
  
Skills:    
List of skill-based competencies as per ISO 19011 without error or omission. 
  
Attributes:    
List of personal attributes as per ISO without error or omission. 
  
 
 
 
 

End of Annex O 


