Technical Education and Skills Development Authority
REGIONAL TRAINING CENTER- NCR

Operating Procedure on

Assessment

(Application and Conduct of Competency
Assessment)

Building 14, TESDA Complex,
East Service Road South Superhighway
Taguig City, Metro Manila
rtcncr@tesda.gov.ph
1.0 Purpose
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The Operating Procedure for Assessment Center set forth operational guidelines
for Assessment Center Managers and Processing Officer to have a thorough
understanding and standard application of the policies, detailed activities and
procedures in the conduct of competency assessment.

2.0 Scope

The procedures cover the activities involved the process of conducting
Competency Assessment as follows: processing of application of
candidates-applicant, organizing the conduct of assessment, review and evaluation
of assessment result and submission of report.

3.0 Responsibilities
e District Office: Shall ensure compliance to quality procedures in the
delivery of assessment and certification services.

e Assessment Center Manager: Shall be accountable for the confidentiality
of all assessment related documents which shall not be reproduced and
disseminated in any forms.

e Accredited Competency Assessor: An individual authorized by TESDA to
assesses competencies of a candidate for national certification. The
Competency Assessor also assume full responsibility for ensuring the
quality, confidentiality and integrity of assessment activities.

e Processing Officer: Shall be responsible for the completeness,
correctness and accuracy of information and timeliness of processing of
assessment- related documents.

e Trainer-in-Charge: Shall be responsible for the completeness of
assessment tools, equipment’s, materials and supplies.

e TESDA Representative: Shall oversee the conduct of assessment and
monitor whether the assessment process is in accordance with the
requirements as identified in the Competency Assessment Tools.

4.0 Definition of Terms
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Accredited Competency Assessment Center: The Accredited
Competency Assessment Center, under close supervision by TESDA
District Office shall provide appropriate and adequate tools, equipment’s,
supplies, materials and facilities that are well maintained to ensure efficient
conduct of assessment.

Assessment process: the step-by-step procedure in conducting
assessment.

Assessor’s Guide: A set of documents which contains information that
will assist the assessor in the evidence gathering process.

Competency Assessment Results Summary (CARS): Refers to the
consolidated assessment decisions made by the Competency Assessor
which indicates the overall performance of the candidate during the
assessment process.

Candidate: An individual seeking recognition of his/her competencies to
acquire a National Certificate or Certificate of Competency.

Certificate of Competency (COC): A document issued by TESDA to
individuals who were assessed as competent in a single unit or cluster of
related units of competency.

Certification: the formal process of recognizing that an individual is
qualified in terms of particular knowledge, skills and attitude based on
industry standards

Competency Assessment: The process of collecting evidence and
making judgements on whether competency has been achieved.

National Certificate: A document issued by TESDA to individuals who
have achieved all the required units of competency of a national
qualification defined under the promulgated Training Regulations.
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Rating Sheet: Contains specific questions or activity/is developed from
the selected assessment methods and the conditions under which the
assessment should be conducted and recorded.

Reference Number: A 16-digit alpha-numeric code assigned to a
candidate for assessment by the Assessment Center per qualification
basis to be used in all his/her assessment-related documents.

Registry of Workers Assessed and Certified (RWAC): Refers to a
record that contains the documentation of the results of assessment and
as a basis for national certification.

Self-Assessment Guide (SAG): A pre-assessment tool to help the
candidate and the assessor determine what evidence is available, where
gaps exist, including readiness for assessment.

Unique Learner’s Identifier (ULI): A personal 14-digit alpha-numeric
code generated and allocated/ assigned to a learner when he avails of
TED training or assessment services for the first time. This shall be used in
future transactions relative to training and assessment.
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5.0 Process Flow

A. (Provide applicant information and process application for assessment)

Responsibilities

Key Steps

Interfaces

Applicant

Processing Officer

Applicant

Processing Officer

Yes

START ]

.

Applicant inquires at
Assessment Center

.

Processing Officer orients
the Applicant

.

Applicant accomplishes
the Self- Assessment
Guide (SAG)

.

Processing Officer checks
and evaluates the SAG

!

l No

e TESDA-OP-QSO-02-FO7
Self-Assessment Guide

e TESDA-OP-QS0O-02-F07
Self-Assessment Guide

e TESDA-OP-QS0O-02-F07
Self-Assessment Guide

e TESDA-OP-CO-05-F26

Applicant Processing Application Form
accomplishes Officer refers e TESDA-OP-QSO-02-FO7
Application the Applicant Self-Assessment Guide
form and to the *other documentary requirements per
submits other Enrollment qualification
Applicant o documentary Focal for
requirements training
Responsibilities Key Steps Interfaces

Processing Officer

®
|

Processing Officer checks the
documents

e TESDA-OP-CO-05-F26
Application Form
e TESDA-OP-QSO-02-FO7

Self-Assessment Guide
*other documentary requirements per
qualification
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5.0 Process Flow

B. (Conduct of Competency Assessment)

Pre-Assessment
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Responsibilities Key Steps Interfaces

[ START ]
.

CAC Focal (District Office) District office endorse applicants and
create assessment schedule to the

Assessment Center

.

Processing Officer shall review and
. . evaluate the completeness and
Processing Officer correctness of documents endorsed
by the District Office

.

The Candidate pays the TESDA
Candidate/ AC Cashier Approved Assessment Fee to the
Cashier of the Assessment Center

v

Processing  Officer register the
Processing Officer candidates in the assessment schedule
created and approved by the District
Office

AC prepare the venue of the Conduct
of Assessment

.

Trainer-in-Charge check the

Processing Officer

Trainer-in-Charge availability of tools, equipment’s,

materials and supplies

v

Available?

oo | L o

Endorsement Letter

T2MIS
TESDA-OP-CO-05-F26
Application Form
TESDA-OP-QS0-02-F07 Self-
Assessment Guide

TESDA-OP-CO-05-F26
Application Form
TESDA-OP-QS0-02-F07 Self-

Assessment Guide
*other documentary requirements

Order of Payment
Official Receipt

T2MIS

Trainer-in-charge

turn over the tools, Request the needed
equipment’s, tools, equipment’s,
materials and materials and
supplies to the supplies

Processing Officer

Assessment Schedule
Tracking Sheet

Checklist Form (tools,
equipment’s, materials and
supplies)

Borrower’s Slip

5.0 Process Flow
B. (Conduct of Competency Assessment)
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During Assessment

Responsibilities

Key Steps

Interfaces

Processing Officer

START

.

Processing Officer capture and upload
photo and digital signature of the
candidates at the T2MIS

Processing Officer
Competency Assessor

.

e T2MIS

Processing Officer turnover the
candidates document and tools,
equipment’s, materials and supplies to
the Competency Assessor

AC Manager
Competency Assessor
Processing Officer
TESDA Representative

v

e TESDA-OP-CO-05-F26
Application Form

e TESDA-OP-QSO-02-F07 Self-
Assessment Guide

e  Checklist Form

Conduct of Competency Assessment

Competency Assessor
Processing Officer
TESDA Representative
AC Manager

:

Competency Assessor turnover
assessment related documents and
tools, equipment’'s, materials and
supplies to the Processing Officer and
TESDA Representative

v

AC Manager review the Assessment

AC Manager
Processing Officer
Trainer-in-Charge

Documents

e TESDA-OP-CO-05-F31
Attendance Sheet

e TESDA-OP-QSO-02-F09 Rating
Sheet

e TESDA OP-QSO-02-F08
Competency Assessment Result
Summary (CARS)

e TESDA-OP-CO-05-F33 RWAC

e TESDA-OP-CO-05-F26
Application Form

e TESDA-OP-QS0-02-FO7 Self-
Assessment Guide

e TESDA Consent Form

e Checklist Form

AC Manager orients and issues
candidate’s copy of CARS

v

END

s  TESDA OP-QSO-02-F08
Competency Assessment Result
Summary (CARS)

5.0 Process Flow

B. (Conduct of Competency Assessment)

Post- Assessment
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Processing Officer
Trainer-in-Charge

v

Processing Officer turn over tools,
equipment’s, materials and supplies to
the Trainer-in-Charge

Trainer-in-Charge

.

Trainer-in-Charge check and accept
tools, equipment’s, materials and
supplies

Processing Officer

.

Processing Officer Backs-up CCTV
recordings on the conduct of National
Assessment
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Responsibilities Key Steps Interfaces
START e Checklist Form

Checklist Form

Assessment Schedule Tracking
Sheet

Processing Officer

Processing Officer submit reports to
the District Office

END

TESDA-OP-CO-05-F31
Attendance Sheet
TESDA-OP-QS0-02-F09 Rating
Sheet

TESDA OP-QS0O-02-F08
Competency Assessment Result
Summary (CARS)
TESDA-OP-CO-05-F33 RWAC
TESDA-OP-CO-05-F26
Application Form
TESDA-OP-QS0-02-F07 Self-
Assessment Guide

TESDA Consent Form

CCTV recordings

6.0 Procedure Details

A. (Provide applicant information and process application for assessment)
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6.1 Applicants inquires at Assessment Time Inputs to
Center Form Frame Procedure
= The applicant inquires about the 2 mins
process of taking the competency
assessment.
6.2. Processing Officer orients the Time Inputs to
. Form
applicant Frame Procedure
The processing officer orients the Self-Assessm 5 mins
applicant on the following: ent Guide
(TESDA-OP-
QS0-02-F07)
= Assessment and Certification
arrangements Application
= Application Form form
- Self-Assessment Guide (TESDA-OP-
e 4 . CO-05-F26)
= Specification of photo requirement
(passport size picture)
= Other requirements and preparation
to be undertaken as may be required
in the Competency Assessment
Tools (CATs)
= TESDA approved assessment fees
6.3 Applicant accomplishes the Form Time Inputs to
Self-Assessment Guide Frame Procedure
= The Processing Officer orient and
provide Self-Assessment Guide to the
applicant on the qualification that he/she Self-Assessm
inquires. ent Guide
= The Applicant accomplishes the given (TESDA-OP- 2 mins
Self-Assessment Guide. QS0-02-F07)
6.4 Processing Officer evaluates the Form Time Inputs to
Self- Assessment Guide Frame Procedure
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= The Processing Officer checks and

evaluates the Self- Assessment

Guide.
= If the SAG shows that applicant is

ready and qualified for assessment

the processing officer advise the Self-Assessm

applicant fill up Application Form and (e:éggf_eop_ 3 mins

to take the assessment for the full QS0-02-F07)

qualification or cluster of units of

competency, whichever is

applicable.
= Otherwise, the Processing Officer

will refer the applicant to the

enrollment focal to undergo training.
6.5 Processing Officer check the Form Time Inputs to
documents Frame Procedure
= The applicant who qualifies based

on the SAG and other documentary Self-Assessm

requirements is now considered (eﬁég;f_eop_

Candidate for assessment. The QS0-02-F07)

processing officer ask the candidate

to submit the following: Application 10 mins
v’ Accomplished Application Form form '
v Self-Assessment Guide ggf)zﬁ:fa?
v Specification of photo requirement

(passport size picture)
v Other requirements and preparation

to be undertaken as may be required
in the Competency Assessment
Tools (CATs)

The Processing Officer shall review
and evaluate the completeness and
correctness of documents submitted
by the applicant.
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6.6 Assessment Center submits Ti
e ime
assessment application documents Form Inputs to
Frame Procedure
= Assessment Center submits Self-Assessm
assessment application documents ent Guide
to the district office in weekly basis (TESDA-OP-
y ' QS0-02-F07)
Application 5 mins
form
(TESDA-OP-
CO-05-F26
Memorandum
(Submission
of Application
Forms)

6.0 Procedure Details
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B. (Conduct of Competency Assessment)
Post- Assessment
6.1 District Office endorse applicants Time Inputs to
for assessment Form Frame Procedure
= The District Office shall create the Self-Assessme
assessment schedule and assign the nt Guide
competency assessor in the T2MIS. (TESDA-OP-Q
S0-02-F07)
= The District Office Endorse the Application 3 mins
applicant document to the form
Assessment Center. (TESDA-OP-C
0-05-F26)
Endorsement
Letter
6.2. Processing Officer review and Form Time Inputs to
evaluate the assessment documents Frame Procedure
= The AC processing officer shall Self-Assessme
review and evaluate  the nt Guide
completeness and correctness of (TESDA-OP-Q
o S0-02-F07)
documents endorsed by the District .
Office. Application > mins
v Application form- form
TESDA-OP-CO-05-F26 (TESDA-OP-C
v Self-assessment guide (to be 0-05-F26)
evaluated and signed by AC
manager)-
TESDA-OP-QS0-02-F07
v 3 pcs passport size picture
v Certificate of Employment/Training
Certificate; if applicable
6.3 Candidates pays the TESDA Time Inputs to
Form
approved Assessment Fee Frame Procedure
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The Processing Officer call/confirms
the availability of the Candidate and
instruct them to pay the TESDA
Approved Assessment Fee to the
Cashier of the Assessment Center
(if applicable).

Order of
Payment

Official Receipt

2 mins

6.4 Processing Officer register
candidate at T2MIS

Form

Time
Frame

Inputs to
Procedure

The Processing Officer shall register

the candidates in the assessment

schedule created and approved by

the District Office.

The Processing Officer shall

facilitate encoding of correct and

complete applicant profile in the

T2MIS to generate Unique Learners

Identification (ULI).

The generated reference number

and ULI shall be used in the

following documents,

v Application form

v/ Admission Slip

v Competency Assessment Result
Summary (CARS)

v National Certificate / Certificate
of Competency

T2MIS

5 mins

6.5 Assessment Center prepare venue
for the conduct of Competency
Assessment

Form

Time
Frame

Inputs to
Procedure

The Processing Officer informs the
Trainer-in-Charge of the
assessment schedule (Date of
Assessment, Number of
Candidates to be assessed).

The Trainer-in-Charge ensures the
following:

Assessment
Schedule
Tracking Sheet

Checklist Form

10 mins.
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v/ Complete and Functional set
of Tools, Equipment’s,
Materials and Supplies

v Assessment Venue is
arranged before the conduct
of assessment;

v CCTV recording is available
and functional.

6.6 Trainer-in-Charge check the tools,
equipment’s, materials and supplies

Form

Time
Frame

Inputs to
Procedure

= The Trainer-in-Charge checks the
availability of the needed tools,
equipment’s, materials and supplies
listed in the checklist form

= |If the needed tools, equipment’s,
materials and supplies are complete
and available the Trainer-in-Charge
turns over it to the Processing
Officer.

= Otherwise, the Trainer-in-Charge
request the needed tools,
equipment’s, materials and supplies
listed in the checklist form to the Tool
Keeper.

Checklist Form

Borrower’s Slip

10 mins

6.0 Procedure Details
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B. (Conduct of Competency Assessment)
During- Assessment
Time [ iputs o
Form
signature at T2MIS Frame Procedure
= The Processing Officer Captures
and uploads Photo and Digital T2MIS :
. . 10 mins
signature of the candidates at the
T2MIS.
6.2. Processing Officer turn over Ti Inputs ¢
candidates document and the tools, Form ime nputs o
. , . g Frame Procedure
equipment’s, materials and supplies
= The Processing Officer turns-over Self-Assessme
the following to the Competency nt Guide
ASSESSOr" (TESDA-OP-Q
T o S0-02-F07)
v Accomplished application forms Application 10 mins
and SAGs of the candidates form
v Attendance sheet generated by (TESDA-OP-C
the T2MIS. 2&05-;26)
v Needed Tools, Equipment, Shzgt ance
Materials and Supplies including Checklist Form
the checklist form.
6.3 Conduct of Competency Time Inputs to
Form
Assessment Frame Procedure
= The competency Assessor gEosleé?;?P-C
conducts .assessment in Attendance
accordance with the methodology Sheet
and procedures in the TESDA ;I(E)S()DzAl-:(ggp-Q
promulgated CATs and adopts the Rating Sheet
following step: TESDA (Depends
Pre-Assessment gggQSO'OZ' on the
v Establish the Assessment Competency | qualificati
Context and Purpose of the Assessment | on)
Assessment Result
Summary
During Assessment (CARS)
v Prepare Evidence Gathering TESDA-OP-C
0-05-F26
Process Application
v Prepare the Candidate Form
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v Collect evidence and make Tl(E)SDA-OP-Q
.. S0-02-F07
asse_ssment decision Self-Assessm
v Provide feedback on the ent Guide
assessment TESDA
Consent
Form
Checklist
Form
6.4 Competency Assessor turnover the
assessment related documents and Time Inputs to
. , . Form
tools, equipment’s, materials and Frame Procedure
supplies
=  Upon completion of the assessment EEOSD;SE?P-C
. . -05-
procgss, the processing officer Attendance
received the assessment-related Sheet
documents from the competency TESDA-OP-Q
_ S0-02-F09
assessor. Rating Sheet
v Accomplished application form TESDA
with picture — ?&'QSO'OZ
TESDA-OP-CO-05-F26 Competency
v Accomplished self-assessment Assessment
ide _ Result
gul Summary
TESDA-OP-QS0O-02-F07 (CARS) 10 mins
v Accomplished attendance sheet BEOSSD?égP'C
—TESDA-OP-CO-05-F31 Application
v Accomplished rating sheets Form
. TESDA-OP-Q
TESDA-QP-QSO-OZ-FOQ. and SO-02-FO7
v Accomplished competency Self-Assessm
assessment result summary ent Guide
Checklist
TESDA-OP-QS0-02-F08 Form
v Checklist form for tools,
equipment’s, materials and
supplies
6.5 Assessment Center Manager reviews Time Inputs to
Form
the assessment documents Frame Procedure
= The AC Manager reviews the 'gEOSD?é?P-C
-05-
assessment—rglated d.ocume.nts. Attendance
= The Processing Officer prints and Sheet

signs three (3) copies of Registry of
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workers assessed and certified TESDA-OP-Q
(RWAC) — TESDA-OP-CO-05-F33 ggt}gg'gﬂget
» The Competency Assessor and AC TESDA 10 mins.
manager check consistency of E(';;QSO'OZ'
entries in the result column in the Competency
RWAC against the Rating Sheet and Assessment
CARs, after which they sign the Result
Summary
RWAC. (CARS)
TESDA-OP-C
0-05-F33
RWAC
TESDA-OP-C
0-05-F26
Application
Form
TESDA-OP-Q
S0-02-F07
Self-Assessm
ent Guide
TESDA
Consent
Form
6.6 Assessment Center Manager
orients and issues copy of Form Time Inputs to
Competency Assessment Result and Frame Procedure
Summary (CARS)
= The AC Manager issues candidate’s
copy of CARS to each candidate
after the . assessment process. TESDA
Where applicable. OP-QS0-02- .
« The AC Manager orients the FO8 5 mins
ful didat th | Competency
successful candidate on the release Assessment
of NC/COC through Liaison Officer Result
Summary

and e-certificate through email.

(CARS)
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6.0 Procedure Details
C. (Conduct of Competency Assessment)
Post- Assessment
6.1. Processing Officer turn over the .
. , . Time Inputs to
tools, equipment’s, materials and Form
] Frame Procedure
supplies
= The Processing Officer turns-over '
the tools, equipment, materials and Checklist Form | 10 mins
supplies including the checklist form
to the Trainer-in-Charge.
6.2 Trainer-in-Charge check and .
. , Time Inputs to
accept the tools, equipment’s, Form
. ) Frame Procedure
materials and supplies
= The Trainer-in-Charge accept and
check the completeness and Checklist F _
functionality = of  the  tools, ecistrorm | 25 mins
equipment, materials and supplies
= The Trainer-in-Charge sign the
Checklist Form
6.4 Processing Officer Backs-up CCTV Time Inputs to
. Form
Recording Frame Procedure
= The Processing Officer ensures the
following:
v Back-up CCTV recording and
burnt to compact discs in two
copies for compilation.
v Ensure that the Assessment (Depends
Center has a backup copy of on the
CCTV Recording from the number of
Orientation Process until the hours of
end of Assessment. the
v Submit CCTV  recording assessme
copies to the District Office nt)
within 5 days after the
assessment.
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6.5 Processing Officer Submit Reports to Form Time Inputs to
the District Office Frame Procedure

» The Processing Officer submit the | e TESDA-OP-C

0-05-F31
assessment documents at the Attendance

District Office the next working day Sheet

after the assessment. e TESDA-OP-Q

. . : S0-02-F09

= CCTV Recording will be submitted Rating Sheet
within 5 days after assessment. e TESDA ,
OP-QS0-O2- | © mins.
FO8
Competency
Assessment
Result
Summary
(CARS)

o TESDA-OP-C
0-05-F33
RWAC

e TESDA-OP-C
0O-05-F26
Application
Form

o TESDA-OP-Q
S0-02-F07
Self-Assessm
ent Guide

e TESDA
Consent
Form

e CCTV
Recordings
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D. References

a. TESDA Operations Manual for Assessment Center
b. Operating Procedure of Borrowing of Tools

Annexes

TESDA-OP-CO-05-F26
Rev. 00— D3/08/17

4. Other Training/Seminars Attended (National Qualification-related)
= s T

":‘ TECHNICAL EDUCATION AND SKILLS DEVELOPMENT AUTHORITY Faad E A

0O APPLICATION FORM

[rererence noweer L T L LT L L L L] Far mare inermaton, iease dae sazerare sheed
o A S e i T S —__
=3 it = AT 5. (5] Passe
_— - =1 ES Ea EE 5
LEARNERS IENIVIER fIA1Y FiaroRe e imination Vense _|Raling lRemarss Expiry Date
[T-T T T-T T T T-TTT T T T-Tefel1]
colored,
= B fllad - e by e Fasassring Offeer
e 1For mare informatian, giease use seceraie anest
6. Competency Assessment(s) Passed
B T ——— T e T e 2 E3 23 TE 23
Applicant’s Signature Date of Application 7
e Lo ey Soctor |Comncone Mumoer | iate ot ssuance Expiraton Dats
Name of SchooliTraining Center/Company:
(Address:
Title of Assessment applied for 17or mare infoemation, . plesse use seperate sneel
O Ful Cusifcson | o coc | O Fenews e LT R e e K e e S T g T R PV e ey T UM
1_Client Type
VET Gredsing Huden VET crsusie Ichasiy wcder . "
O TVET Gredusina Shdent |0 TVET et 3 indsty wor BN [o omr e
2. Profile
ER 1o e
0 swmwne [T
O reamiaue | 3
| | Hame of Apglioant: Tl Hamsor: PICTURE
O mooe 5] N
P, ut
" agdress: ‘ H Date tzsusa size)
Fimber, Elrael Earnaey ikl
‘ ] I Ta be sccompizhed by the Frocessing OMcar
ey o T WA O ALCREETATE CARTET
£, Moihers Name [2+. Faters Heme Tamais
7 Sax 75 CiWil §taius |7 Confact Humber(a] 75 Aighest EBucational |25 Saus
e 9 Bing own citve Equioment
0 wwe [0 snge O Ewmoniany Saguae |0 Casaal 3 o
1 Fhomecpy of raquired
O femae |0 wares O High Sehcol Grauate |3 ot Orcar
O wisomtar E-mait O 1ver Gracuae
3 separawas  |Fas: O colega Leval
- O College Graduate Emplayed
ki O bihers__
(E70 G dale (mmiadig | N A Y | 72 fex
3. Work Experience (National Qualification-related) Frine Name & Signatus of Focessng Ccar Frinlad Mame & Signasste of Asalcant
5 55 aa. 5% X
Iame ot Cameay caiton custe Dates iy o v g e e
T Note: Pleaze bring thiz Admizsion Siip on your sssessment date.
7 e TETATN, SERaE M TR T

Annexes A: Sample Application Form
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TESDA-DP-Q
Rev.Ne.00-03

Reeenceo [ [ [ [ [ [ [ [T TTTTTTT]
fo be flled out by the Frocessing Oficer O

SELF ASSESSMENT GUIDE

Qualification PV SYSTEMS INSTALLATION NC Il

Project: INSTALL PV SYSTEMS

* PERFORM SITE ASSESSMENT

* CHECK PV COMPOMENT S/IMATERIALS COMPLIANCE

= INSTALL PV SYSTEM

- PERFORM PV SYSTEM TESTING AND
COMMISSIONING

Units of Competency
Covered:

Instruction:
* Read each of the guestions in the left-hand column of the chart
*  Place a check in the appropriate box opposite each question to indicate your

Answer.
Can I? YES NO
* Validate design for the i
*  Perform site t and prepare installation data sheet®
* Interpret 2 i il

and work instructions*

Handle and use appmpnate lﬂuls materials and test instruments

properly for testing and

Idenfify the vauous PV eguipment components and their
and operating ranges*

Corlductvarinus i testing techni ding to

Fill cut forms properly such as test result findings and installation
report*

Apply basic principles of electricity

Apply basic mathematical technigues

Plan activifies to ensure that tasks are conducted properly®

Install PV components®

+ D trat li with safefy i i to
waorksite operations®

Prepare and ulilize personal p

* Accessi and i i with others to
ensure safe and eﬂectlue operations of the systems
- =

Store excess i tools, and proper h

Annex B: Sample of Self-Assessment Guide

Appendix B

CONSENT FORM

Relative to the strict implementation on the conduct of Assessment and Certification Program
of Technical Education and Skills Development Authority (TESDA), consent from the
Assessment Candidate and Assessor (the data subjects) is hereby required pursuant to RA
10173, Data Privacy Act of 2012 and its Impl ing Rules and Regulations (IRR).

| What information we collectandwhy
The Assessment Center collects information from the assessment candidates and |
assessors (data subjects) through Closed Circuit Television (CCTV) cameras which cauum |
and record footages which determine your identity, actions, and whereabouts.

The information collected shall be processed by the Assessment Center and will be shared |
to TESDA solely for the following purposes:
Protect the integrity of the assessment and certification ;-
» Ensure the assessment and certification process are strictly observed.
« Support the TESDA Internal Audit Service, Regional Offices and Provincial Oﬂim |
in a bid to deter and detect non-compliance, by providing evidence in support of an |
‘audit or enquiry |

Also, the information collected shall be retained by the Assessment Center for a maxifum
period of two (2) years from the date of recording and shall be destroyed or disposed of
thereafter.

How we share the informationwecollect =~ |
We share your information to TESDA through provision of viewing access in respect to: (1)
live stream the actual conduct of competency assessment; (2) conduct of monitoring
activities by TESDA in ACs and, (3) conduct of Compliance Audit of TESDA personnel. The
following are the authorized individuals that can access your personal information:

= Assessment Center (AC) Manager
AC designated authorized user/PIC
TESDA Provincial/District designated Personal Information Controller (PIC)
TESDA Regional Directors and Provincial Directors
TESDA Internal Audit Service (IAS) Director and Auditors
TESDA Designated Auditors for the conduct of Compliance Audits

[ FHow you can access the information we collect
The data subject has the right to reasonable access to, upon demand, the following:

1. Viewing access only on the contents of his or her personal data that were processed;
2. Copy of a still'series of still images of their data. Provided, however, that in case of
personal data breach, security incident or an order from a court of competent
jurisdiction, the data subject may obtain a copy of the footage. However, in either of

Annex C: TESDA Consent Form

= Complete ﬁnal r.necking of the installed system to ensure
ity with the ion plan®

= Bespond to users request W|th|n the prescnhed technical
parameters of the

* Prepare to PV system*

= Conduct testing and commissioning of PV system®

* Inspect completion of work®

* Prepare and submit testing and commissioning report™

* Plan commissioning procedures®

= |dentify system il and rectifies if pessible™

= Apply PEC and other regulatery requirements

| agree to in the ge that information gathered will only
be used for pi i purp and can only be accessed by
and my pervisor.
Candidate's Name & Signature Date:
Evaluatad by 2
O Qualified for Assessment
AC Manager ,

Ball O Not yet Qualified for Assessment

Appendix B

those instances, other people's images should be obscured and the consent of the
Regional Office concemed must be obtained before the data shall be released \
Names and addresses of recipients of the personal data; |
Manner by which such data were pr
Reasons for the disclosure of the personal data to recipients;
Date when his or her personal data conceming the data subject were last accessed |
and monitored; and
The desigdation. name or identity, and address of the personal information
controller.

Do sw

'~

The candidate (data subject) has the following right in mﬂtrotling the information collected:

1. Right to object — the right to object to the processing of his or her personal data,
including p g for direct or profiling.

2. Rightto redlﬁ:a‘uon the right to dlspulmhe inaccuracy or error in the personal uars
and have the personal |n!nnnal\un mnlml!:l omrecl it immediately and am::nﬂlngly,
unless the request is

3. Right to erasure or blocking — me right to suspeﬂd withdraw or order the blocking,

removal or destruction of his or her personal data from the personal information
controller's filing system.

| hereby authorize _Regional Training Center-NCR _ and Technical Education and Skills
Development Authority (TESDA), to collect, process and share the data indicated herein
for the purposes stated above. | understand that my personal information is protected
by RA 10173, Data Privacy Act of 2012 and its Implementing Rules and Regulations
(IRR).

(Signature over printed name of Assessment Candidate)

Date




OPERATING PROCEDURE

Application and Conduct of
Competency Assessment

Document Code:

Rev. No. 00

Page 23 of 27

Issued by: RTC-NCR

Date Issued:

"‘\?" TESDA REGIONAL TRAINING CENTER-NCR
Q. ‘I} Agency
MNo.
Order of Payment Date:
fund/project:
The Collecting Officer: ARYAM R. BECIRIL

Cash / Treasury Unit

Please issue Official Receipt in favor of:

MName

Adress/Office
in the amount of

for the payment of

Annex D: Sample Order of Payment

SARAH JANE C. OLIVO

Administrative Officer IV

TESDA RTC- NCR




OPERATING PROCEDURE

Application and Conduct of
Competency Assessment

Document Code:

Rev. No. 00

Page 24 of 27

Issued by: RTC-NCR

Date Issued:

ACCOUNTABLE Form MNoO. 51-C
Revised January. 1992

of the
Republic of t

Official Receipt

(ORIGINAL)

he Philippines

Ne 3144411 M

Fund
Agency *
Payor
Nature of Acc::junt Amount
Collection Code
L
TOTAL b o
Amount in Words
Rrawee Number Date
[ cash Bank
|:I 1I|I.|,:|_'|1
D ."l'llll'lL'_\. Order
Received the amount stated above.
Collectng Officer
NOTE: Write the number and date ol this receipt on
the back of check or money order receved

Annex E: Sample Official Receipt




| Document Code:

OPERATING PROCEDURE
Rev. No. 00 Page 25 of 27

Application and Conduct of
Competency Assessment Issued by: RTC-NCR | Date Issued:

Lo rtencrac@gmail.com v
W tomis

&+REGISTER ~ |~ REPORT  #FEEDBACK & PATCHNOTES & MANUAL -

ASSESSMENT CENTER

Qualification

Sector Qualification Accrediation #
TVET Trainers Methodology Level NC | AC-TRMB113162123171 Schedule
Construction PV Systems Installation NC Ii AC-PVIO213162122186
Electrical and Electronics Mechatronics Servicing NC Il AC-MECB213162123204
and Ct i Visual Graphic Design NC Il AC-VGD@313162123232 £ Schedule
Electrical and Electronics Mechatronics Servicing NC Il AC-MECD313162224185 4 Schedule
Heating, Al i and C ial i ion and Servicing NC Il AC-CACO313162224164 8 Schedule
Maritime Ship's Catering Services NC | AC-SCSR113162224168
Metals and Engineering Shielded Metal Arc Welding (SMAW) NC Il AC-EANG313162325101 4 Schedule

Annex F: Sample T2MIS

Technical Education and Skills Deuelopment Authority Rt g,
REGISTRY OF VORKERS ASSESSED AND CERTIFIED T Te TR
Date of Assessment: December 23. 2022
Fregion | Distict | ¥eFere [Leam | Last | First | Middle | g | Ext | Date of [Moda|CHen | pgrogs | SO | gop | EdUe | Traf [Inst] Com | Date of | Date of | Asse| Com [Asse | Sect | Tope | NC | CO | Asse| Ceificate | Date of | Vandunti
noe | eriD | Name | Name | Mame Mam| Bk | niy | v act stion | ning | tut | pany | appiicatio| assessm | ssme peten|ssor | ‘or | of |Titie| ¢ |ssmel  wo.
1o
10 Valarizuels wsen | AL REGID
strest TFA HaL Mecha
deiensl e |mEcaan (5550 SN | \anda| TYET |Camon it Coleg fatani| gy Tran|Marn Bee | Bleotd, tranics
E ARLAST |3t10500 AzADA | PATRIC F uaizanses aradus |of Malolos | 9E.03|Msls G (e | tesweoz| eresrez|inG NE | Sarvier |rwa teizaieoza|  rareatene]
egicn 03014- o o Sartia | 308212 | Electrs
APAT |03 K e |Buean cen CcEMT ng NC
HER) oot e |eing quel 224051 =
Feegionll - one |TER ER- I
Luscn y nER
s REGID
HaL Mecha
MUNTE |MEC22 |55 o tanda| T gﬁj:‘:‘;?:”‘ ol TRAN| S | Gy |l fionior
ARLAST |3910500 ERICO |SANTOS |5 Tz s 03l T2 oz (G (SE; NG| Serviol [hwa taizanenzz|  rererena]
SRLAST | S10500 | 0asy. | A0 ony (248 |Fermando e ¢ [Saneis (304202 [Eteotr el
oot * Pampanga Er. |ouel 22408 fnics e
Fiegion|l- ]
Ceneral Luzon
- o N use LRstict nstesd of Fiovince
Toralhumber Assessed
“repared by Attested B Harvine E. Santiaguel Approved B
mpstency Asessor
CA-MECU304212224051
Asereditation Number
ARYAN . BECIRIL
TSignature cusr primed hame] GILBERT M. CASTRO
Rssessment Centet Mansger

Annex G: Sample RWAC



OPERATING PROCEDURE

Document Code:

Rev. No. 00 Page 26 of 27
Application and Conduct of
Competency Assessment Issued by: RTC-NCR | Date Issued:
TECHNICAL EDUCATION AND SKILLS DEVELOPMENT AUTHORITY
ASSESSMENT SCHEDULE TRACKING SHEET
a. Office/Division:
b. Trainer-In-Charge:
c. Qualification.:
d. Date of A ment:
e. Number of Candidates:
Responsible Date & Time Remarks/
No. Process Form Timeline Office/ ) Action Initials
Received Comments
Person Completed
1 | Informs the Trainer-in-Charge | -Tracking 3.5 Days )
of the Assessment Schedule Sheet B Y -Processing
efore the | Officer
Schedule
2 | Prepare the Assessment -Tracking 1-2 Davs o
Venue Sheet oy ){he -Trainer-in-
Charge
Schedule
3 | Check the completeness of -Checklist 1-2 Davs o
tools, equipment’s, materials | Form before )tfhe -Trainer-in-
and supplies Sehelp Charge
4 | Request needed tools, -Checklist 1-2 Davs
equipment's, materials and Form before )t,he -Trainer-in-
supplies -Borrowers Sehedule Charge
Slip
5 | Accept requested tools, -Borrowers | 4 oo Trainer-in-
equipment's, materials and Slip before )t’he Charge
supplies Schedule -Tool Keeper
6 | Turn-over tools, equipment's, | -Checklist 1Day -Processing
materials and supplies to the Form bators s Officer
Processing Officer Schedule -Trainer-in-
Charge
7 | Turn-over tools, equipment's, | -Checklist o — -Processing
materials and supplies Form Day Officer
-Competency
Assessor
8 | Turn-over tools, equipment's, | -Checklist 1Davafier |- Processing
materials and supplies to the Form the Y Officer
Trainer-in-Charge Scfiadile -Trainer-in-
Charge
9 | Check the tools, equipment’s, | -Checklist 1 Dav after o
materials and supplies Form y -Trainer-in-
the Charge
Schedule
10 | Back-up CCTV Recordin -Trackin
d . Sheet . 1Day after | .processing
the Officer
Schedule

Note: Please do not detach. Return to Assessment Unit/Focal

Annex H: Sample Assessment Schedule Tracking Sheet




| Document Code:
Rev. No. 00 Page 27 of 27
Application and Conduct of
Competency Assessment Issued by: RTC-NCR | Date Issued:
T . < % | ez 16. Filter- regulator-lubricator | 5 sets
|ES Checklist of tools, equipment, supplies and materials, and facilities sot
Name of Trainer-in-Charge
17. Reed! limit switches/ 30 pes
Qualification Mechatronics Servicing NC 1T photo electric sensor/
Assessment Date proximity switches
No. Spedification Quantity Quantity on | Quantity to 18 20/0's PLC 5 units
Required Venue be request 19. Relays with socket (14 20 pes
1 Long-nosed pliers (67) 10 pes pins, 24vdc)
2. Diagonal cutter (6"} 10 pes 20.11. ;’:Ejz)mth socket (8 pins | 10 pes
3. Standard screwdriver 10 pes r
21 TF Wires/ cable (AWG 30 mis.
4, Phillips screwdriver 10 pcs #18) (1 roll- 150 meters)
5. Adjustable wrench 5pcs 22 Terminal lugs 300 pes
6. Wire stripper 5 pcs 23 Terminal strips/blocks 100 pcs
7. Crimping tool 5pcs 24 Cotton gloves 10 pairs
8. Allen wrench 5 sels 25. Plastic tubing 50 mirs
9. Precision screwdrivers 5 sels 26. Quick-connect fittings 100 pes
10. Multimeters {Analog/ 5 units 27 Electrical tape 1 roll
DG, 28 Wire wrap 30 mirs.
11. Ajr compressor 1 unit :
(approx. 160 psi) 29: Pneumatic hose 20 mirs.
12, Regulated 24VDC power | 5 units 30. Cable ties 50 pes
suppiEs 3. Assessment Venue 100 sq
13. Double-acting cylinder 10 pes meters
14. Industrial pushbuttons 20 pes 32 Admin Office 30 sq meters
15, Directional solenoid 15 pcs
valves (5/2 way or 4/2
way)

Annex I: Sample Checklist Form



