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CES Critical Employability Skills 
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CSME Caribbean Single Market Economy 

CVQ Caribbean Vocational Qualification  

CXC Caribbean Examination Council 

DACUM Develop a Curriculum 
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NVQ National Vocational Qualification  

OS Occupational Standards 

OSC Occupational Standards Committee 

PLAR Prior Learning Assessment and Recognition 

RCMTVET  Regional Coordination Mechanism for TVET 

ROS Regional Occupational Standards 

RQF Regional Qualifications Framework 

RVQF Regional Vocational Qualifications Framework  

SAC Sector Advisory Committee 

SSC Sector Skills Council 

TVET Technical and Vocational Education and Training 
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SECTION I: INTRODUCTION 
 

1. The Caribbean Association of National Training Authorities (CANTA)   
 

The Caribbean Association of National Training Authorities (CANTA) is an association of 

National Training Authorities (NTAs) and other TVET Apex Bodies responsible for the 

coordination of TVET in CARICOM states. 

CANTA was established to lead and facilitate the coordination and rationalisation of 

Technical and Vocational Education and Training (TVET) across the region and the move to 

establish the CARICOM Single Market and Economy (CSME), including proposals for the 

free movement of certified skilled labour. This has National Training Authorities and other 

TVET apex bodies in the region to capitalise on the benefits of joint and concerted efforts. 

.  

CANTA was endorsed as the implementation arm of the CARICOM Regional Coordinating 

Mechanism for Technical Vocational Education and Training (RCMTVET) at the ninth 

meeting of the Council for Human and Social Development (COHSOD) in October 2003 and 

was launched in November 2003 in Jamaica.  It is the platform from which positions on 

TVET can be clearly articulated and promoted in the region. 

CANTA is accountable to COHSOD through RCMTVET. 

The goals of CANTA are to: 

a) promote the development of a competitive regional workforce.  

b) facilitate the free movement of certified skilled labour within the CSME through 

the following objectives: 

• promote the uniformed provision of standards driven competency-based 

training, assessment and certification within the Caribbean community. 

• promote the principles and practices of quality assurance towards the 

continuous improvement of TVET. 

• establish a regional certification scheme for the award of the Caribbean 

Vocational Qualification (CVQ) within the context of the Regional Qualification 

Framework. 

• promote career guidance throughout the CSME. 
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• support and contribute to the establishment and maintenance of a regional 

labour market intelligence system. 

• promote lifelong learning and improve the image and status of TVET in the 

region. 

• establish relationships with other similar bodies to promote and facilitate 

international benchmarking, collaboration and mutual recognition of technical 

and vocational qualifications. 

• promote and support the development of NTAs and TVET Apex Bodies to 

acquire full membership status through capacity building and resource sharing 

activities. 

• maintain strong advocacy for workforce development, employment and 

mobility. 

• develop a sustainable operational model to ensure the continuous viability of 

CANTA. 

• support and promote the CARICOM Regional TVET Strategy for Workforce 

Development and Economic Competitiveness. 

 

2. The Occupational Standards Committee (OSC) 

2.1 Constitution and Purpose 

2.1.1 The Occupational Standards Committee (OSC) is constituted as one of the committees 

of CANTA. 

2.1.2 The Chair of the OSC reports directly to CANTA on matters pertaining to Occupational 

Standards (OS) for CARICOM’s Regional Occupational Standards (ROS). 

2.1.3 The purpose of the OSC is to monitor the development of regional standards which 

are current, relevant to regional workforce development and benchmarked against 

international standards.  

2.1.4 The OSC shall provide support to the CANTA Secretariat in managing the processes 

and procedures for the approval and dissemination of ROS.  

2.1.5 The Committee also serves as an advisory body to CANTA on matters pertaining to the 

ROS.  

 

 



Guidelines for the Development and Review of Regional Occupational Standards 7 

Revised September 2024 

2.2 Governance Structure 

2.2.1 In pursuit of its roles and responsibilities, the OSC shall act in accordance with CANTA’s 

constitution. 

2.2.2 The Chair of the OSC is elected at the CANTA general meeting from a CARICOM 

member state.  

2.2.3  The Chair is responsible for the leadership of the OSC and directing the activities in 

pursuit of the Committee’s goals and objectives. 

2.2.4 The Chair shall preside over all meetings of the OSC.  They shall appoint a member to 

participate in the meeting to record the minutes. 

2.2.5 The Chair shall receive and file all documentation in the name of CANTA that are 

specific to the ROS.   

 

2.3 Functions of the Occupational Standards Committee (OSC) 

2.3.1  To coordinate: 

• the development of CARICOM’s ROS based on Labour Market Intelligence 

(LMI). 

• the review and validation of ROS, on behalf of CANTA, for CARICOM’s 

approval. 

• the transition of a National Vocational Qualification (NVQ) to a Caribbean 

Vocational Qualification (CVQ). 

• the standardisation of ROS. 

• the request for new Occupational Standards.  

2.3.2 To manage: 

• the development of ROS to address regional imperatives. 

• and maintain a database of ROS that is current and relevant. 

• the processes and procedures to ensure that the ROS are benchmarked 

internationally. 

• the approval of ROS in an effective and timely manner. 

• the submission of NVQs for transition to CVQs. 

• the documentation of industry involvement in the review and validation of 

ROS. 
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• activities with member territories to resolve matters pertaining to ROS. 

• the production of technical documents and operational manuals on ROS 

development. 

• labour market information to inform the development of ROS. 

2.3.3 To ensure: 

• that the approved ROS complies with the CVQ design. 

• relevance, currency and conformance to the ROS development process. 

• that the process for approval of ROS is adhered to. 

• that the ROS database on the CANTA website remains current. 

• accessibility to the ROS and related information. 

• that the development and maintenance of ROS adhere to international best 

practices. 

 

2.4 Membership of the Occupational Standards Committee 

Membership of CANTA’s OSC shall comprise one (1) representative from each 

CARICOM territory and one (1) representative from the Caribbean Examinations 

Council (CXC).  Each entity shall select a representative to serve on the Committee. 

The following are representative countries/organisations: 

• Antigua and Barbuda - Antigua and Barbuda National Training Agency  

• Barbados - Technical and Vocational Education and Training (TVET) Council  

• Belize - Employment Training and Education Services 

• Caribbean Examinations Council (CXC) 

• Dominica - Technical and Vocational Education and Training (TVET) Council  

• Grenada - Grenada National Training Agency 

• Guyana- Council for Technical and Vocational Education and Training  

• Haiti - National Institute for Vocational Training (INFP) 

• Jamaica - HEART/ NSTA Trust  

• St. Kitts and Nevis - St. Kitts and Nevis TVET Council   

• St. Lucia - Council for Technical and Vocational Education and Training (SLCTVET) 

• St. Vincent and the Grenadines - National Qualifications Dept., Ministry of 

Education  

• Suriname - National Training Authority (SNTA) 

• Trinidad and Tobago - National Training Agency  
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Dunn Pierre Barnett and Company Canada Limited 

2.5 Frequency of Meetings 

The OSC will meet twice per year and/or as required to meet specific objectives.2.6

 Reporting 

The OSC shall conduct its activities under the stewardship of the elected Chair of the 

Committee and report to the Chair of CANTA at its general meeting or as requested 

by the Executive Management Committee and the general membership of CANTA. 
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SECTION II THE OCCUPATIONAL/COMPETENCY 
STANDARDS DEVELOPMENT PROCESS 

 

1.Occupational Standards in Competency-Based Education and Training 

(CBET)Competency Based Education and Training (CBET) is an approach designed to ensure 

that upon completion of education and training, learners possess the competencies or 

outcomes (knowledge, skills and attitudes) required by industry. The objective of this 

approach is to prepare learners for effective workplace performance. This means that the 

acquisition of competencies takes into account the requirements of industry. 

 

The first step in designing a CBET programme is to identify the occupational standards. To be 

assessed as competent, a person must demonstrate the ability to perform a job specific task, 

hence the importance of developing occupational standards.  A competency-based 

framework is beneficial to students, employers and employees. These benefits are accrued 

through CBET as the framework and comprise:  

• consideration of the individual needs and interests of learners; 

• fostering the development of higher order critical thinking, problem solving and 

organisational, innovation and communication skills;  

• allowing learners to have more opportunities to take ownership of learning and 

expand lifelong learning pathways; 

• providing frequent and usually positive feedback to students; 

• enabling employees to achieve a high level of competence in an efficient manner;  

• enabling employees to be more proactive beyond individual roles by learning 

additional competencies that are valued by the organisation; and 

• providing clear direction for learning new job skills. 
2. Comparison of Traditional Education and CBET System 

Traditional System CBET System 

Supply driven system Demand driven system 

Formal sector based Based on formal and informal sectors 

Examination driven Competence based system 

Fixed entry and exit points Flexible entry and exit points 
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Traditional System CBET System 

No recognition of prior experience Recognition of prior learning and 

experiences 

Organised according to subjects Organised according to occupations 

Division between education and training Integration of education and training  

Single system Dual system 

Institutionally based Provided with market-oriented culture 

No clear career paths Results in clear career paths 

 
3. Occupational/Competency Standards 

• Definition 

Occupational Standards (OS), also known as Competency Standards, define the knowledge, 

skills and attitudes required for effective workplace performance. They are expressed as 

outcomes and specify what a person should know and do to carry out the functions of a 

particular job in the context of the work environment. They are:  

• the competencies required for effective workplace performance; 

• benchmarked against international standards;  

• produced in collaboration with industry experts and professionals. 

Standards are the agreed minimum best practice in an occupational area and take into 

account all statutory requirements. 

 

• Why are Occupational/Competency Standards developed? 

Occupational standards are developed to benchmark workplace performance and support 

the development within industry.  

It is the assessment tool for the award of the CVQ. 

 

• Occupational/Competency Standards are necessary for the following: 

 To identify training needs. 

◦ To identify skills gaps and training needs. 
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◦ To develop training programmes. 

◦ To assess the effectiveness of training programmes. 

◦ To identify future learning requirements. 

◦ To identify previously acquired competence.    

 

 For recruitment and selection. 

◦ To identify the performance requirements of a role/job. 

◦ To determine compensation and rewards. 

 To prepare recruitment specifications.For certification of competence. 

◦ To determine the criteria to award the CVQ. 

◦ To establish a coherent system for publicly recognising competence. 

◦ To update CVQs. 

 

 For regulating professional and occupational qualifications and institutions.  

◦ To assess the relevance of professional qualifications to the demands of industry 

standards. 

◦ To profile membership requirements of a professional body. 

 

 For sector development. 

◦ To specify the competence needs of the sector. 

◦ To benchmark key areas of competence with best in the area. 

◦ To link training and development policy and strategy to business objectives. 

 

 For the assurance of product and service delivery. 

◦ To define quality specifications for work processes and outcomes 

◦ To provide evidence of competence for compliance with international standards 

 For assessing achievement. 

◦ To provide a basis for self-assessment. 

◦ To establish specifications for internal assessment and appraisal. 
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◦ To define a format for collecting evidence for CVQs. 

 

• Benefits of Occupational Standards. 

◦ Create mobility and employability through portable qualifications and skills. 

◦ Create an environment for lifelong learning and progression. 

• Ensure a pool of skilled, adaptable and creative employees. 

◦ Facilitate a cadre of workers who are competent to give the industry a competitive 

advantage in the global market. 

◦ Produce a consistent high quality of service. 

◦ Provide a basis for the development of relevant instructional and training 

programmes. 

◦ Establish an industry-driven demand approach to training, assessment and 

certification. 
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4. Identification of an Occupational Area 
 

It is important to research and identify the need for the development of occupational standards.  

These are the guidelines to determine priority occupational areas for standards development: 

 

This information can be obtained from sources such as: 

• Labour Market Information (LMI) (Ministry of Labour). 

• Policy documents. 

• Feedback from Sector Advisory Committees (SACs) or Sector Skills Councils (SSCs).  

• National and regional projects/priorities. 

 

5. Process for the Development of Occupational Standards 
 

1. Identify the occupational area 

The NTAs/TVET Councils should identify the standards for development based on their National 
TVET agenda, Labour Market information, consultation with the Sector Advisory Committees and 
industry initiatives. The standards identified for development may also arise from CANTA 
delegation.  NTAs/TVET Councils should verify that the standard identified for development is not 
being developed in another country to avoid duplication. Identifying the occupational areas 
within the sector provides background information for Occupational and Functional Analysis and 
other NOS development methodologies such as Development of a Curriculum (DACUM) to 
facilitate development of occupational standards.  (See Appendix 12 ) 

STEP 1

• Identify occupations in which the skills required are critical 
to the success of national and regional development

STEP 2

• Identify areas in which there is a skill deficiency which 
impact negatively on operations

STEP 3

• Determine what percentage of the workforce is represented 
by the category of worker

STEP 4
• Determine the relevance of the skills to the industry/sector

STEP 5
• Consider future skill requirements
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2. Conduct desktop research 

Desktop research is an important part of the standards development process.  It is conducted 
using a range of secondary sources including local, regional and international websites and 
publications. Desktop research should provide information on the sector, e.g. job roles, skills 
requirements, employment trends, required qualifications and experience for specific job roles.  
It should determine whether there are other standards already in existence. The information and 
data obtained play an important role in determining the target audience and level of the 
occupational standard. 

 

3. Form a Lead Body 

The Lead Body is a group of industry experts in a specific occupational area whose focus is the 
development of the technical content of the occupational standards.  It consists of subject matter 
experts with the requisite qualifications and experience in the respective occupational area to 
assist in ratifying the content of the occupational standards.  Lead Bodies are established on an 
ad-hoc basis for the duration of the development or review of the Occupational Standards and 
the meetings are facilitated by standards developers from the NTAs/TVET Councils.  Formation 
of a Lead Body and criteria for selection of technical experts can be found at Appendix 17 and 19 
respectively. 

 

4. Conduct an orientation of the Lead Body 

Once selected, the Lead Body members should attend an orientation prior to commencement of 
the development process.  The orientation should seek to introduce members, inform them of 
their roles and responsibilities, outline the method to be used if conducting an occupational 
analysis, introduce sourced standards and provide an overview of the standards development 
process. 

 

5. Conduct an occupational analysis to identify the key role of the occupation 

Occupational Analysis is the process of identifying the structure and main features of a sector, 
sub-sectors and the occupations that make up the sector and can be used in identifying the area 
for development of the occupational standards.  It involves conducting research and gathering 
information and data from industry on occupations and job roles, current and future skills 
requirements, job descriptions, job profiles as well as employment trends/developments in the 
sector.  

 

After identifying the occupational areas, Functional Analysis and other OS development 
methodologies are used to identify the functions to be performed within the occupational areas, 
for example - DACUM.  These functions are the main activities a person is expected to do as part 
of their job role.  
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6. Analyse the occupation into major functions 

Completing the occupational analysis and identifying the functions or roles to be performed 
provides the focus for the standard—what the candidate needs to know and to be able to do.  
This can be achieved by identifying what the workers are required to do as a typical part of their 
everyday work. This will provide an actual picture of what persons do, as opposed to what others 
may think that they do and should be expressed as outcomes that can be assessed. 

 

7. Analyse and breakdown functions into elements 

The major functions are further broken down into tasks or elements which are the basic building 
blocks of the unit of competency.  The elements describe the main tasks in which competence 
should be demonstrated and are the essential outcomes of a unit of competency. Together, the 
elements comprise the outcome expressed in the unit title.  

 

8. Identify the Performance Criteria and Range Statement 

The Elements of Competence are further broken down into Performance Criteria and Range 
Statements.   

 

The Performance Criteria are the descriptions of the outcomes of performance required for 
successful achievement of an element. They specify the required performance in relevant tasks, 
roles, skills and applied knowledge that enables competent performance.  

 

The Range Statement describes the essential operating conditions that should be present in 
training and assessment, depending on the work situation, needs of the candidate, accessibility 
of the item and local industry contexts. It lists the parameters in which candidates must 
demonstrate their competence.  

 

9. Identify the Underpinning Knowledge and Skills and Critical Aspects of Competency 

The Underpinning Knowledge and Skills identify what a person needs to know to perform the 
work in an informed and effective manner. They describe the application of knowledge to 
situations where understanding is converted into a workplace outcome. 

 

The Evidence Guide is critical in assessment as it provides information to training providers and 
assessors about how the described competency should be demonstrated. It provides a range of 
evidence for the Assessor to determine competence and defines the assessment context. The 
Evidence Guide describes:  
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• the conditions under which competency must be assessed, including variables such as the 
assessment environment or necessary equipment. 

• the suitable methodologies for conducting assessment, including the potential for 
workplace simulation. 

• the resource implications such as access to equipment, infrastructure or situations. 

• how consistency in performance must be assessed over time, various contexts and with 
a range of evidence. 

 

10. Classify standards into certifiable Regional Qualification Framework (RQF) levels 

The Regional Qualification Framework (RQF) is a regional reference framework that enables 
individuals, educators, training providers and other stakeholders to better understand and 
compare qualifications awarded at different levels in countries across the region. The generic 
level descriptors of the RQF identify the relative demand, complexity, depth and breadth of 
achievement and autonomy of the learner in demonstrating the achievement at each level.  The 
occupational standards should be classified into the relevant levels based on the level descriptors 
of the RQF. 

 

11. Review and obtain endorsement from industry representatives 

Once the Lead Body has defined and signed off on the technical content, the occupational 
standards should be endorsed by industry representatives from the wider occupational sector 
such as stakeholders, educators and training providers.  The role of the industry experts is to 
agree on that the:   

• units of the occupational standard adequately represent the essential aspects of the work 
role. 

• units of the occupational standard adequately describe what employers want persons 
working in this work role to do and know. 

• functions covered in the units of the occupational standard are, for the most part, the 
responsibility of individuals at the level to which it has been assigned.  

• potential candidate would normally have the opportunity in the course of his/her day-to-
day work to achieve the unit. 

• combination of units makes up an occupational standard which is relevant in the 
workplace and the labour market. 

• occupational standard would meet needs in recruiting/developing/certifying competent 
staff. Functions are clear and comprehensible for persons working in the sector. 

• occupational standards are endorsed for use in the relevant country.+++ 
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12. Review and revise standards with the Lead Body 

It is advisable to remember that the industry representatives may not be technical experts and 
simply possible end users of the occupational standards.  It is therefore imperative that the 
feedback from industry be shared with the Lead Body and the occupational standards amended 
as necessary to reflect the recommended changes, if they are warranted.   

 

13. Monitor and review standards  

Occupational standards should be updated every five (5) years, or as required, so that they 
remain relevant and current. However, standards in areas such as Data Operations may require 
updating on a more frequent basis—i.e., every two (2) years.  The frequency and extent of the 
updates will also depend on the nature and magnitude of the changes, as well as the availability 
of resources and data. Updating will help to maintain the validity and utility of occupational 
standards and enhance their adaptability and flexibility.  The Lead Body should be involved in the 
process and should ensure that the following are taken into consideration: 

• The occupational landscape. 

• Changes in policy or legislation. 

• Future trends. 

• Changing needs and expectations of the job and the environment. 

 

Once updated, the standards should undergo the validation process to obtain endorsement from 
industry representatives.   

 

14. Obtain approval/sign-off 

Each NTA/TVET Council should have a mechanism in place for final approval or sign-off of the 
occupational standards.  This could be via an internal approval committee, Board of Directors,  
similar to the approval of ROS by CANTA/COHSOD.  
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6. Process Flowchart for Development of Occupational Standards

 

COMPONENTS OF AN OCCUPATIONAL STANDARD 

 

The outcome of the occupational analysis with the Lead Body should produce an occupational 
standard comprising the following components: 

 

Unit Title - is a succinct statement of the outcome of the unit of competency. It reflects the major 
activities or functions of an individual’s work as well as the discreet units of work.     

Qualification Overview provides an overview of the qualification, including who the qualification 
is for, jobs within the occupational sector and where it can be used.  It should also state the 
critical employability skills that are embedded in the qualification and any pre-requisites for the 
qualification.  

Unit Descriptor - communicates the content of the unit of competency and the skill area it 
addresses. 

Identify the  
occupational area

Conduct desktop 
research

Form a Lead Body

Conduct an 
orientation of lead 

body

Conduct an 
occupational 

analysis to identify 
the key role of the 

occupation

Analyse  the 
occupation into 
major functions

Analyse and 
breakdown 

functions into 
elements

Identify the 
Performance 

Criteria, Range 
Statement

Identify the 
knowledge and skills 
and critical aspects 

of competency

Classify standards 
into certifiable RQF 

levels

Review and obtain 
endorsement from 

industry 
representatives

Review and revise 
standards with lead 

body

Monitor/review 
standards

Obtain approval/

sign-off



Guidelines for the Development and Review of Regional Occupational Standards 20 

Revised September 2024 

Elements - are the basic building blocks of the unit of competency. They describe the tasks in 
which competence should be demonstrated in order to carry out the specific function. 

Performance Criteria - are the descriptions of the outcomes of performance required for 
successful achievement of an element. They specify the required performance in relevant tasks, 
roles, skills and applied knowledge that enables competent performance.  

Range Statement - describes the essential operating conditions that should be present in training 
and assessment, depending on the work situation, needs of the candidate, accessibility of the 
item and local industry contexts. It lists the parameters in which candidates must demonstrate 
their competence.  

Underpinning Knowledge and Skills - identify what a person needs to know to perform the work 
in an informed and effective manner. The skills describe the application of knowledge to 
situations where understanding is converted into a workplace outcome. 

Evidence Guide - is critical in assessment as it provides information to Training Providers and 
Assessors about how the described competency should be demonstrated. It provides a range of 
evidence for the Assessor to determine competence and defines the assessment context. The 
Evidence Guide describes: 

• conditions under which competency must be assessed, including variables such as the 
assessment environment or necessary equipment. 

• suitable methodologies for conducting assessment, including the potential for workplace 
simulation. 

• resource implications, for example, access to equipment, infrastructure or situations. 

• how consistency in performance must be assessed over time, across various contexts and 
with a range of evidence. 
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SECTION III REGIONAL VOCATIONAL QUALIFICATIONS FRAMEWORK 
(RVQF) 

 

3.0 The Scope 

The Regional Vocational Qualifications Framework (RVQF) functions as a tool to enable the 

population of the framework and the comparison of vocational qualifications in the Education 

and Training Sector across the CARICOM region. The framework addresses the technical and 

vocational sector and the wider objective of promoting lifelong learning in education and training 

by accommodating Prior Learning and Recognition (PLAR) of skills.  

 

3.1 The Purpose 

The purpose of the RVQF is to enable comparisons of qualifications across the region that will: 
 

• support recognition of qualifications and facilitate programme articulation. 

• encourage the development of qualifications frameworks that can facilitate lifelong 

learning. 

• encourage the development of national approaches to validating learning gained outside 

formal education. 

• promote and encourage education and learner mobility.  

• promote worker mobility. 

• lead to better understanding of qualifications systems. 

• promote quality assured qualifications.  

 

3.2 Objectives of the RVQF 

The objectives of the RVQF are to provide a current and flexible regional TVET framework: 

 

(a) that accommodates the objectives of regional and national education and training, now 

and into the future. 

(b) which contributes to regional and national economic growth and development by 

supporting current, relevant and nationally consistent qualification outcomes which build 

confidence in qualifications. 

(c) supports the development and maintenance of pathways which provide access to 

qualifications and assist individuals to move easily and readily between the education and 

training sectors and the workforce. 
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(d) supports lifelong learning objectives by providing the basis for individuals to progress 

through the various levels and gain recognition for prior learning and experiences. 

(e) undergirds national accreditation and quality assurance arrangements for TVET.  

(f) supports and enhances the national and international mobility of TVET graduates and 

workers through increased recognition of the value and comparability of Caribbean 

qualifications. 

(g) enables the alignment of the CQF with international qualification frameworks. 

(h) which facilitates intra-Caribbean and cross-border recognition. 

 

3.3 The levels 

The following eight (8) levels emerged after the levelling exercise was conducted with 

submissions from CANTA member states:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are two (2) access points to the framework: 

Access A-1: Elementary literacy and numeracy. Repetitive and routine skills not geared towards 

an occupation. Directly supervised, no responsibility for the work of others. 

Access B-2: Ability to learn new skills and knowledge in a supervised environment and to carry 

out routine work under close supervision. 

 

LEVEL REVISED RVQF CVQ 

8   Doctoral Degree CVQ 8 

7  Master’s Degree CVQ 7 

6  Post Graduate 

Diploma/Certificate 

CVQ 6 

5 Level 5 Bachelor’s CVQ 5 

  Diploma/Associate Degree CVQ4 

3 Certificate III  CVQ3 

2 Certificate II CVQ 2 

1 Certificate I CVQ 1 

B-2 Access B-2 n/a. 

A -1 Access A-1 n/a. 
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3.4 Description of Levels 

The level descriptors of the RVQF aim to provide a reference point for the levels in National 

Qualifications Framework (NQF) and national qualifications systems. 

Level 1 – Certificate: Denotes entry level in the workplace working under direct supervision and 

guidance. The vocational programme of study is linked to basic competence relating to a 

particular skill area.  

Level 2 – Certificate:  This award implies the acquisition of knowledge and marketable skills for 

the world of work. The depth and complexity of knowledge and competencies cover selecting, 

adapting and transferring skills and knowledge to new situations and environments.  

Level 3 – Certificate: Prepares learners for self-directed application of knowledge, understanding, 

skills and attitudes. Builds on prior qualifications and experience and recognises capacity for 

independent work, initiative and judgment across a broad range of technical, vocational and 

professional areas.     

Level 4 – Diploma/Associate Degree: A post-secondary qualification designed to recognise and 

facilitate seamless progression to Level 5 (Bachelor’s) or directly to employment.  Focus is on 

learning within a work context, underpinned by both vocational and academic understanding, 

enabling learners to work in a supervisory capacity and demonstrate learning outcomes that are 

explicitly relevant to employment and professional requirements. 

Level 5 – Bachelor’s Degree: Involves major studies in which a significant depth of knowledge is 

available and is progressively developed to a high level, which can provide a basis for post-

graduate study and professional careers. Learners demonstrate specific in-depth learning in one 

or more specialised areas combined with technical and theoretical skills for jobs at the 

managerial level.  

Level 6 - Post Graduate Diploma: A postgraduate qualification that has more specialised, 

technical, professional or managerial competencies. Denotes competence in a specialised field. 

Builds on prior qualifications or experience and recognises capacity for initiative and judgment 

across a broad range of educational and vocational areas and in technical, professional and/or 

managerial roles. 

Level 7 – Master’s Degree: A post graduate qualification built on relevant knowledge and skills 

derived from advanced professional, technical, vocational or occupational experience. Comprises 

significant research normally embodied in a substantial research paper or thesis. 

 

Level 8 - Doctoral Degree:  Recognises a substantial original contribution in the form of new 

knowledge. Demonstrates mastery in a significant range of the skills, techniques, tools and 

practices that are associated with a highly specialised body of technical work and field of learning. 
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3.5 Learning outcomes 
 

Learning outcomes within the framework are statements of what a learner knows, understands 

and can do on completion of the learning process. Each level builds on the next and prepares the 

learner for the higher level which is progressively more complex in terms of: 

 

• Knowledge (factual and/or theoretical); 

• Skills (practical or cognitive); 

• Autonomy and responsibility (attitude, responsibility and competence) 

The competencies are further described as follows: 

 

1. Knowledge: Knowledge and understanding of the ways of working related to the 

occupation. 

 

2. Skills: Practical abilities (psychomotor skills in applying methods, materials, tools  and 

instruments) applied within a given context of work or task, key and transferable  skills 

including: 

• The application of knowledge - reproduce, analyse, integrate, evaluate, combine 

and apply knowledge in an occupation 

• Problem-solving skills - recognise or identify and solve problems  

• Learning and development skills - personal development, autonomously or under 

supervision 

• Information skills - obtain, collect, process, combine, analyse and assess 

information  

• Communication skills - communicate based on conventions relevant to the 

context. 

 

3. Attitude and Responsibility: The autonomy, independence and/or responsibility of the 

learner and the amount of guidance required by the learner.  

The following is a description of the outcomes at each level of the RVQF: 
 

RVQF 

LEVELS 

DESCRIPTION OF OUTCOMES AT EACH LEVEL 

1 Knowledge: Demonstrates basic knowledge of functions necessary for work.  
Skills: Uses basic skills and tools to perform simple operations with instructions under 
supervision. 
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RVQF 

LEVELS 

DESCRIPTION OF OUTCOMES AT EACH LEVEL 

Attitude and Responsibility: Performs tasks under direct supervision and takes 
responsibility for performing work tasks. 

2 Knowledge: Demonstrates basic knowledge necessary for work which can be applied 
when performing simple work tasks. 
Skills: Demonstrates practical skills for solving less complex and predefined work in known 
and predictable work situations and uses simple methods, tools, instruments, devices and 
materials based on detailed instructions.  
Attitude and Responsibility: Works independently under routine conditions with 
occasional supervision and limited responsibility for performing work tasks.  Establishes 
simple communication and cooperation with some employees in known situations. 

3 Knowledge: Demonstrates professional knowledge of general concepts for certain areas 
of work activity. 
Skills: Demonstrates skills that enable the solving of known (predictable) and less known  
(unpredictable) situations, performs work and tasks with some complexity, using various 
tools, equipment and materials in the production of goods and services. 
Attitude and Responsibility: Plans, prepares and values own work based on 
predetermined instructions within the scope of work. Performs work with a certain 
degree of independence and responsibility.  

4 Knowledge: Demonstrates knowledge of concepts, principles and processes from 
specialised areas and possesses systematic, theoretical and professional knowledge 
within a specific area of work, including analysing and connecting facts and theoretical 
principles in performing work activities. 
Skills: Possesses cognitive, practical and creative skills, based on theory and principles, 
required for work and solving problems in changeable conditions in a specific field of 
work. Collects, analyses, selects and uses information from various sources, tools, 
methodologies, techniques and materials in the specialised field. Performs complex 
procedures using methods, instruments, tools, equipment and materials in a specialised 
field of work.   
Attitude and Responsibility: Independently performs complex tasks plans, organises and 
runs own work and supervises others and adjusts behaviour in accordance with 
instructions and in changeable conditions.  Responsible for own work and work of the 
group can evaluate the results of work towards improving the quality in accordance with 
predefined standards. 

5 Knowledge: Demonstrates specialist theoretical knowledge and understanding in a 
specific field of work. 
Skills: Applies practical and technical skills that are based on an understanding of 
theoretical principles and their application in solving problems and in the execution of 
complex and specific tasks in the field of work with the selection and use of relevant data, 
methods, procedures techniques, instruments, devices, tools, materials and equipment.  
Attitude and Responsibility: Demonstrates a high degree of personal and business 
responsibility with the ability to evaluate own work and work of the group based on 
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RVQF 

LEVELS 

DESCRIPTION OF OUTCOMES AT EACH LEVEL 

established standards in the field of work.  Capable of transferring knowledge to others, 
organising, communicating and controlling own work and the work of others. 

6 Knowledge: Demonstrates knowledge and understanding of current issues in the 
technical field of study including theoretical, practical, conceptual, comparative and 
critical perspectives. Ability to use knowledge and conduct technical and practical 
research for new sources of knowledge. 
Skills: Ability to apply knowledge and understanding that reflects a professional approach 
to work and the profession. Has the ability to identify, analyse and solve problems collects 
analyses, evaluates and presents information, ideas and concepts from data. 
Demonstrates the ability to assess relevant issues and provide explanation and reasons 
for solutions.  
Attitude and Responsibility: Takes responsibility for own results and shared responsibility 
for collective results. Has the capability for independent participation, with a professional 
approach in specific technical and/or interdisciplinary contexts. 

7 Knowledge: Demonstrates knowledge and understanding of the technical area of study 
by applying appropriate methodologies for resolving complex problems in a creative and 
systematic manner which provides the basis for originality in the development of ideas. 
Demonstrates a high level of professional competence in one or more technical areas 
based on research in the field. Has the ability to associate with wider and deeper 
knowledge of related professions.   
Skills: Capable of critical, independent and creative problem-solving with originality in 
new, unknown and multidisciplinary contexts, associated with the technical field. Has the 
capability to synthesise and integrate knowledge and handle complex issues, in a 
systematic and creative manner. Evaluates and selects theories, methodologies, tools and 
general skills from technical areas and suggests new analyses and solutions.  
Attitude and Responsibility: Displays significant responsibility for own and shared results, 
for leading, managing and initiating activities. Ability for solid evaluation even of 
incomplete and limited information, which includes personal, social and ethical 
responsibilities in the application of the acquired knowledge and evaluation.  Capable of 
taking responsibility for further professional development and education, both for self 
and the group they lead.  

8 Knowledge: Possesses expert knowledge gained from research or work, contributing to 
professional and technical knowledge in the field of research and expert knowledge of 
research methods and skills within this field in accordance with the highest international 
standards. Knowledge significantly contributes to the professional and technical and 
related fields of research.  
Skills: Displays ability to plan, design, interpret, implement and apply skills to adapt, 
research and create at the highest level. Uses knowledge as a basis for original ideas and 
research that exceeds the current boundaries of knowledge and to develop new 
knowledge. Ability to critically analyse, evaluate and synthesise new and complex ideas, 
necessary for solving complex problems in the field of research. Leads academic, 
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RVQF 

LEVELS 

DESCRIPTION OF OUTCOMES AT EACH LEVEL 

professional, technological, social and cultural development in a knowledge-based 
society.  
Attitude and Responsibility: Takes maximum responsibility for outcomes of own work 
and for the work of others, leads and manages complex processes and ensures the 
professional practice and development of individuals and group as a whole. Manages 
complex processes and ensures professional development of the individual and the group 
as a whole. 
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SECTION IV FORMAT OF REGIONAL OCCUPATIONAL STANDARDS  
 

4.0 Key Features of the Format 

The launch of CANTA in 2003 saw the use of three (3) varied formats of the ROS. Feedback from 
stakeholders brought the realisation that a common format would promote a clearer 
understanding of the standards and would encourage greater buy-in from industry. The rationale 
for the revision of the ROS was a need to harmonise and standardise the format of the ROS, 
enhance components and improve user friendliness.    

The development of a common format for occupational standards enables the promotion of 
regional consistency and helps to ensure that standards are easily understood by various users, 
not limited to CVQ candidates, employers, human resource managers, trainers/facilitators, 
assessors and verifiers.  

This revised format of the ROS was approved by CANTA in June 2014.  All member states are 
required to comply with this format for the submission of national occupational standards for 
regional approval.  The revised format of the ROS and the CVQ design criteria is as follows: 

 

• Numbering Format 
To facilitate ease of referencing each ROS document must be numbered   chronologically 
on the bottom right corner of the page.  
 

• Qualification Plan 
The Qualification Plan will comprise a suite of Mandatory Units which will be the 
qualification requirement for full certification of the CVQ.  Elective units will no longer 
comprise the qualification requirement for certification.  This does not bar the member 
state from awarding statements of competence for existing occupational standards with 
elective units. Mandatory units should include both technical and employability skills 
components. 
 
The CARICOM logo must be placed at the top right corner of the qualification plan to reflect 
its regional ownership. 
 
The CANTA logo must be placed at the top left corner of the qualification plan. 
 
The ROS must carry the title Regional Occupational Standards for Caribbean Vocational 
Qualification (CVQ). 
 
The title must be followed by the Qualification code, the CVQ level and the title of the 
occupational area.  The Qualification code must have ‘CC’ affixed before it, indicating that 
the standard is regionally approved. Note that CC is only added after approval by COHSOD. 
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The qualification requirements must be shown in a three (3) column table on the first page: 
Column 1: Unit number with an alpha-numeric code 
Column 2: Unit Titles - a compendium of the units in the standard 
Column 3: Requirement will state Mandatory 
   
The qualification requirement will state: ‘To obtain a Caribbean Vocational Qualification (CVQ) 
all Mandatory Units must be achieved’. Mandatory units should include technical, health and 
safety, environmentally sustainable practices, digital and employability skills. 
 
A legend with the alpha numeric qualification code must be included and should show the 
following: 
 

• CARICOM Code  

• Sector - A regional sector classification has not yet been developed by CANTA; this 
code will reflect the sector classification of the country of origin.   

• Occupational Area 

• Occupational Number - The sequential order  

• Qualification Level 

• Key - Showing the composition of that particular code.   
 
As each country currently uses a different coding convention due to its individual database 
domain, at this time there will be no attempt to standardise the code and the legend will 
suffice in interpretation. 
  
A legend with the alpha numeric unit code must be included and should show the following: 

• Occupational Area 

• Qualification Level  

• Version Control starting with ‘A’ as the first version 

• Unit Number  

• Key - Explaining the composition of the unit codes.   
 
The footer must state the year the standard was approved by COHSOD and the date developed 
by the country of origin. For example: Approved @ 44th meeting of COHSOD 2022. The 
regional industry validation process will ensure that the ROS is current at the date of approval. 
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• Acknowledgement 
 

• The acknowledgement must be stated as follows: The (Insert NTA/TVET Council) thanks the 
following for their contribution in developing these occupational standards. 

• The members of the Lead Body/Technical Experts should be listed by name and the 
organisation they represent in alphabetical order.  However, they should be asked how they 
would wish to be represented in the acknowledgement as some may not wish to include 
their company.  

• The country of origin where the standard was developed must be included. 

 

• Qualification Overview  
 

• Who is this qualification for?  The target audience for the qualification must be stated.  
These may be persons already practising in the field who are seeking to upskill or re-skill 
where industry practices may have advanced, or persons seeking to ensure that they meet 
industry requirements.  This information should be sourced from the Lead Body, Sector 
Advisory Committees or Labour Market Information.   

 

• Jobs within the occupational area:  A list of possible job titles for the occupational areas 
should be listed as well as articulation and specialisation for career progression.  Where 
applicable, units may be clustered into jobs.  

 

• Occupational standards can also be used to: The full list of uses should be stated.  (See 
Appendix)  

 

• The benefits of acquiring the CVQ to a) candidates b) employers and c) the Caribbean 
region should be listed.  (See Appendix) 

 

• Units of Competence  
 

• The units must be discrete functions that are trainable, assessable and certifiable. 
 

• Unit descriptor must state: ‘This unit deals with the skills, knowledge and attitudes required 
to…’ 

 

• Elements must have a narrative under the title which states: ‘Candidates must be able to…:’  
 

• The Range Statement must have a narrative under the title which states: ‘Range statements 
include’: 

• The domain of the Range Statements must be numbered and each classification bulleted.  
Each domain should be stated, after which ‘may include but is/are not limited to’ is inserted. 
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• The statement under the Underpinning Knowledge and Skills must read:  ‘Candidates 
must know and understand’. Each is numbered and written as a knowledge statement 
without a question mark.  

 

• The Critical Aspects of Evidence must be numbered instead of bulleted. Some sectors may 
specify that all the elements, performance criteria and underpinning knowledge must be 
assessed. However, others may identify critical aspects of evidence that must be 
demonstrated.  If using the latter, the critical aspects must be lettered (i.e., a, b, c, etc.) 
and not numbered or bulleted.  

 

• The Method of Assessment and the Context of Assessment must be specific to the unit.  
 

• The Critical Employability Skills must be embedded into the units. For guidance on the 
Critical Employability Skills model, see Appendix V.  

 
 
5.0 Criteria for Evaluating the Overall Format and Content of Occupational Standards for 

the Caribbean Vocational Qualification (CVQ) 
 

• General Principles 

• Units of Competence should reflect substantial work roles which have credibility in 
employment. 

• Units should be meaningful, measurable and reflect the core skills of planning and 
problem solving – not merely conformity with rules and procedures. 

• Units should describe ‘outcomes’ – the results of work activity. 

• Units should be clear and concise – and be immediately understandable by users 
(trainees, candidates, assessors). 

• Units should have a consistent format. 

 
For occupational standards to be approved by the Caribbean Association of National Training 
Authorities (CANTA) their format and content must meet the criteria below: 
 

• Title of the Regional Occupational Standard 

• The title should:  

• reflect the occupational/skill area. 

• be stated as a noun where applicable. 
 

• Title of the Unit and Element of Competence 

• The Title of the Unit and Element of Competence should: 

• use language which is precise and consistent with the appropriate grammatical 
structure. 
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• use a clear, unambiguous active verb or verbs to describe the action required. 

• represent a discrete unit of work which is complete and assessable rather than a 
procedural step or operation. 

• describe outcomes, expectations or results of activity, rather than activities, 
procedures and methods. 

• contain a disaggregation of verbs, i.e. should not use the same verb that has been used 
to start the unit/element title and performance criteria., 

•  

• The Title of the Unit and Element of Competence should not: 

• describe knowledge, skills or understanding instead of outcomes. 

• describe outcomes with verbs which simply mean ‘do’. 

• use ambiguous or ‘secondary’ verbs. 

• place an evaluative term into the statement of competence. 
 
 
Performance Criteria 
 
Performance Criteria should: 
 

• consist of a critical outcome or process with an evaluative phrase – or, where justified, a 
description of a state which either should or should not occur. 

• use evaluative terms which are appropriate (i.e., absolute, with a tolerance or 
conditional/dependent) given the range of variations which might be allowed or expected 
in the work environment.  

• be phrased in simple language that is easily understood by all users. 

• be sufficient to cover (measure) the element. 

• have consistent use of language throughout  the document. 
 

Performance Criteria should not: 
 

• describe all the outcomes as ‘correct’. 

• reference all performance requirements to the procedures of an organisation, industry, 
supervisor’s instructions, etc. 

• offer options, alternatives or conditions. 

• use repetitive criteria which could form the basis of an ‘overarching’ or common Unit or 
Element. 

• use words like accurately, appropriately, correctly; instead, reference the action to a 
relevant standard such as industry, organisational, environmental, international, etc. 

• use highly generalised or abstract language. 
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Range Statement 
 
Range Statements should: 
 

• describe the tools, equipment, materials, methods and processes which are significant to 
the work activity. 

• describe significant variations which would require different skills, methods or processes 
as required by industry. 

• reflect current and future requirements for flexibility and breadth. 

• reference the performance criteria. 

• be bolded in the performance criteria. 
 
Range Statements should not: 
 

• list variations which do not really require different skills or level of skill. 

• be an exhaustive list and should be categorised where possible. 

• offer options or alternatives (all the range must be assessed). 
 
 
Underpinning Knowledge and Skills 
The underpinning knowledge and skills should be a clear outline of the: 

• facts and data. 

• theories, methods and principles to be understood and applied. 

• underpinning skills required to carry out the performance criteria. 
 

The Underpinning Knowledge should: 

• appear in the order of the performance criteria. 

• start with ‘who, what, why, how, where, which, when’. 

• be written as statements, not questions. 
 
Underpinning Knowledge should not: 

• separate skills and knowledge. 

• include question marks. 
 
ALL PERFORMANCE CRITERIA, UNDERPINNING KNOWLEDGE AND SKILLS AND RANGE 
STATEMENT MUST BE ASSESSED. 
 
Evidence Guide 
 
The evidence guide should include information on: 

• the critical performance that must be demonstrated. 

• appropriate methods of assessment. 

• appropriate context of assessment. 
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Critical Employability Skills  
 
CRITICAL EMPLOYABILITY SKILLS  
 

1. Persons being awarded the CVQ must have demonstrated their competence in the Critical 

Employability Skills (CES). These CES are the generic skills such as knowledge and personal 

attributes which will enhance a candidate’s ability to be successful on the job.  These skills 

enhance the actual subject matter or knowledge required to perform a particular job or 

occupational task. They allow persons to become and remain employed as well as 

advance in their chosen occupation(s), thus contributing to themselves, the workforce, 

the community sustainability and greening and the economy.  

 

1. Application of number (collect, analyse and organise information.) 
2. Communication (communicate ideas and information) 
3. Information and Communication Technology (ICT) (use technology/digital skills) 
4. Improving own learning (plan and organise activities; personal management to 

include professionalism, time management, etiquette and deportment) 
5. Problem solving (application, analysis, comprehension  
6. Working with others (work in a team 
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3.0 Regional approval, revision and replacement of occupational standards 

 

3.1 Process for the Approval of Regional Occupational Standards 
  

   

  

  

 

 

 

 

  

  

 

 

 

       
            No 
           

 
    No             Yes      

                     Yes 
 

                    

 

 
*See Appendix for Guidelines for the Approval of Regional Occupational Standards 
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3.2 Process for the Revision of Regional Occupational Standards 
 

 

 

 
 

 

* Standards not recommended for revision with OSC returned to NTA/TVET Council with reason 
for non-recommendation. 
 
*See Appendix for Guidelines for the Revision of Regional Occupational Standards 
 
 

Identification of ROS 
for revision by OSC
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Approval by CANTA
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ROS
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3.3 Process for the Deletion/Withdrawal of Regional Occupational Standards 
 

 
 

*ROS not approved by for deletion/withdrawal by CANTA Secretariat for are returned to CANTA 
OSC for return to NTAs/TVET Council with reason for non-recommendation. 
 
*See Appendix for Guidelines for the Deletion/Withdrawal of Regional Occupational Standards 
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withdrawn to CANTA 
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CANTA Secretariat  
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approval to CANTA 

Secretariat*

CANTA Secretariat 
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NTAs/TVET Councils 
inform CXC training 
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to delete/withdraw

CANTA Secretariat 
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APPENDIX I: Qualification Plan 

                                                                          
 

 
 

Occupational Standards for Caribbean Vocational Qualifications (CVQ) 
(Arial 12 Bold) 

 
 
CCHSHS2004  CVQ Level 2 - HEALTH SCREENING 
 

Unit Number Unit Title Requirement 

HS02000 Conduct basic vision screening on persons five 
years and over 

Mandatory 

HS02001  Conduct hearing screening Mandatory 

HS02002  Conduct basic disease screening Mandatory 

HS02003  
Conduct tasks associated with health promotion, 
health education and health research 

Mandatory 

HS02004 Follow organisation’s health and safety policy 
Mandatory 

 

   
To achieve a Caribbean Vocational Qualification (CVQ) all mandatory units must be achieved. (Arial 10) 

Legend to Qualification code 

 
Example:  CCHSHS2004 
 

 CCHSHS2004 
 
 

 CARICOM Code                    Occupational Number     
    

                              Sector                                          Qualification Level 

        

           Occupational Area            

     

 
Key: CC – CARICOM; HS – Health Services; HS - Health Screening; 2 - Level 2; 004 - Numerical sequence
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Legend to Unit Code 

     

Example:  HS02006  
      HS02006A 
 
 

 Occupational Area                                      Version Control 

         

 Qualification level                                       Unit Number 

 

 

Key: HS – Health Screening; 02 – Level 2; 06 – Unit #; A – First version 
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APPENDIX II: Acknowledgements 
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(Times New Roman 12) 
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APPENDIX III: Qualification Overview 

Qualification Overview 

(TIMES NEW ROMAN 14 BOLD) 

 

Who the qualification is for (who should be doing this qualification)  

(Times New Roman 12 Bold) 

 

 

Persons who complete this qualification may be employed in the following jobs: 

 

• List job titles (Times New Roman 12) 

 

 

Occupational Standards can also be used to: 

 

• prepare job descriptions and specifications. 

• determine recruitment criteria. 

• appraise staff performance objectively. 

• identify skills and training gaps and needs. 

• conduct labour market analyses. 

• develop curriculum. 

• assess the effectiveness of training programmes. 

• determine compensation and rewards. 

 

The benefits of acquiring the CVQ to Candidates  

 
• Provides a basis for articulation and accreditation. 

• Provides a broad-based preparation for employment. 

• Is an alternative route to further or higher education. 

• Complements and has parallel standing with academic qualifications. 

• Provides enhanced employability and higher earning potential. 

• Facilitates an apprenticeship with actual work experience. 

• Equips candidates with the knowledge, skills and attitudes for the workplace. 

• Recognises prior work experience and skills as part of the qualification process.  

Allows for continuity, enabling candidates to complete the CVQ at another approved 

centre if necessary.  

• Are recognised qualifications and facilitate free movement of labour throughout 

CARICOM. 
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The benefits of the CVQ to Employers  

 

• Provides a larger cadre of skilled employees/candidates to choose from. 

• Reduces cost of recruiting and selecting the ideal job candidate. 

• Reduces cost for training workers. 

• Ensures higher levels of productivity. 

 

The benefits of the CVQ to the Caribbean region 

 
• Produces a higher skilled workforce that is ready to adapt to ever-changing global    

     Demands. 

• Provides greater access for persons to achieve higher qualifications. 

• Contributes to the region’s human resource capacity development.  
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APPENDIX IV: Unit Template 

TS00001: (Header) Follow Principles of Occupational Safety and Health 

(OS&H) in the Work Environment (Times New Roman 

14) 
 

 

Unit Descriptor: 

(Times New Roman 12) 

 

 

ELEMENTS 
 

PERFORMANCE CRITERIA  

(Times New Roman 14 Bold) 
 

 
 
 
1 

 
Candidates must be able to:  
(Arial 9) 
 
Follow safe work practices 
(Arial 11) 

 
 
 
 
1.1 

 
 
 
 
Perform work in accordance with company’s/operator’s 
policy and procedures and industry requirements. 

    
  1.2 Conduct housekeeping activities in accordance with 

company procedures and industry standards. 
    
  1.3 Wear appropriate personal protective equipment 

according to company procedures. 
    
  1.4 Use all equipment and safety devices according to 

industry requirements, company procedures and 
manufacturers' instructions and specifications. 

    
  1.5 Identify and adhere to safety signs/symbols as per 

company instructions. 
    

  1.6 Perform manual handling in accordance with industry 
requirements, company procedures and occupational 
safety and health guidelines. 

    
  1.7 Demonstrate compliance with occupational safety and 

health legislation and guidelines.  
    
2 Report workplace hazards 2.1 Identify workplace hazards prior to the commencement 

of work according to standard operating 
procedures/legislation. 

    

This unit deals with the knowledge, skills, and attitudes required to 
effectively perform work activities to conform to occupational safety 
and health requirements, and applies to all individuals working in the 
transport sector (driving industry) 

(Arial 11) 
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   Communicate workplace hazards to appropriate 
persons in accordance with organisational policies and 
procedures. 

    
3 Follow emergency 

procedures 
3.1 Adhere to emergency procedures when dealing with 

emergencies.  
    
  3.2 Contact the relevant emergency service in the event of 

an accident in accordance with organisational 
procedures. 

    
  3.2 Perform emergency evacuation procedures in 

accordance with established procedures as and when 
required. 

    
    

 
 
 

RANGE STATEMENT  (TIMES NEW ROMAN 14 BOLD) 
 
All range statements must be assessed. (Arial 10) 
 
 

1. Unsafe situations may include but 

are not limited to: (Arial 11) 

 

• sharp cutting tools and 

instruments 

• electricity and water 

• toxic substances 

• damaged packing material or 

containers 

• broken or damaged equipment 

• flammable materials and fire 

hazards 

 

 

2. Quality assurance requirements 

may include but are not limited to: 

 

• working environment/fellow 

workers 

• adverse weather conditions 

• protection of work personnel 

• protection of public 

3. Safety responsibilities may 

include but are not limited to: 

 

• personal protection 

• safe work practices (duty of 

care) 

• occupational safety and health 

(OSH) regulations 

• national environmental and 

planning regulations/guidelines 
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UNDERPINNING KNOWLEDGE AND SKILLS (TIMES NEW ROMAN 14 

BOLD) 
 
Candidates must know and understand: (Arial 10) 

 
1. What are the emergency procedures 
2. What are the workplace and equipment safety requirements 
3. What are the safe manual/material handling requirements 
4. What are the relevant guidelines, regulations and codes of practice 
5. What are company policy and reporting procedures 
6. How to work safely and follow standard procedures 
7. How to use tools and equipment safely 
8. How to select and use material, equipment and tools to standard requirements 
9. How to perform basic emergency procedures 
10. How to communicate effectively 

 
 

EVIDENCE GUIDE (TIMES NEW ROMAN 14 BOLD) 
 
For assessment purposes (Arial 10) 
 

(1) Critical Aspects of Evidence (Arial 10 Bold) 
 
Candidates must prove that they can carry out all of the elements, meeting all the 
performance criteria, range and underpinning knowledge on more than one occasion.  
This evidence must come from a real work environment.   
 

 
(2) Method of Assessment 

 
Assessors should gather a range of evidence that is valid, sufficient, current and authentic.  
Evidence can be gathered through a variety of ways, including direct observation, 
supervisor’s reports, project work, samples and questioning.  Questioning techniques 
should not require language, literacy and numeracy skills beyond those required in this 
unit of competency.  The candidate must have access to all tools, equipment, materials 
and documentation required.  The candidate must be permitted to refer to any relevant 
workplace procedures, product and manufacturing specifications, codes, standards, 
manuals and reference materials. 

 
(3) Context of Assessment  

 
This unit may be assessed on the job, off the job or a combination of both.  Where 
assessment occurs off the job, that is the candidate is not in productive work, then an 
appropriate simulation must be used where the range of conditions reflects realistic 
workplace situations.  The competencies covered by this unit would be demonstrated by 
an individual working alone or as part of a team.  The assessment environment should not 
disadvantage the candidate. 
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APPENDIX V: Critical Employability Skills 

 

CRITICAL EMPLOYABILITY SKILLS 
 
Persons being awarded the CVQ must have demonstrated their competence in the Critical 

Employability Skills (CES). These CES are the generic skills such as knowledge and personal 

attributes which will enhance a candidate’s ability to be successful on the job.  These skills 

enhance the actual subject matter or knowledge required to perform a particular job or 

occupational task. They allow persons to become and remain employed as well as advance in 

their chosen occupation(s), thus contributing to themselves, the workforce, the community and 

the economy.  
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APPENDIX VI: Glossary of Terms 

GLOSSARY OF TERMS 
 
Occupational Standards - Occupational Standards of Competence are industry-determined 
specifications of performance, which describe the knowledge, skills and attitudes required by a 
worker in the performance of a particular role in the workplace. They specify what a person 
should know and do in order to carry out the functions of a particular job in the work 
environment. They are the building blocks for all activities in a competency-based training and 
certification system. An Occupational Standard is made up of a qualification plan, a unit title, 
elements, performance criteria, range statements, underpinning knowledge and skills and 
evidence guide. 
 
Qualification Plan - The Qualification Plan identifies the Mandatory Units which are those units 
that are necessary to deem a candidate competent in the occupational area and provide 
flexibility in different work environments. It also contains the Title and Level of the qualification 
to be awarded. 
 
Unit Title - The Unit Title is a succinct statement of the outcome of the unit of competency. It 
reflects the major activities or functions of an individual’s work as well as the discreet units of 
work.     
 
Unit Descriptor - The Unit Descriptor communicates the content of the unit of competency and 
the skill area it addresses. 
   
Elements - These are the basic building blocks of the unit of competency. They describe the tasks 
in which competence should be demonstrated in order to carry out the specific function. 
 
Performance Criteria - These are the descriptions of the outcomes of performance required for 
successful achievement of an element. They specify the required performance in relevant tasks, 
roles, skills and applied knowledge that enables competent performance.  
 
Range Statement - This describes the essential operating conditions that should be present in 
training and assessment, depending on the work situation, needs of the candidate, accessibility 
of the item and local industry contexts. It lists the parameters in which candidates must 
demonstrate their competence.  
 
Underpinning Knowledge and Skills – The knowledge identifies what a person needs to know to 
perform the work in an informed and effective manner. The skills describe the application of 
knowledge to situations where understanding is converted into a workplace outcome. 
 
Evidence Guide - The Evidence Guide is critical in assessment as it provides information to 
Training Providers and Assessors about how the described competency should be demonstrated. 
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It provides a range of evidence for the Assessor to make a determination of competence and 
defines the assessment context. The Evidence Guide describes: 
 

• conditions under which competency must be assessed, including variables such as the 
assessment environment or necessary equipment. 

• suitable methodologies for conducting assessment, including the potential for workplace 
simulation. 

• how consistency in performance must be assessed over time, across various contexts and 
with a range of evidence. 

 
Level 1 – Directly supervised worker 

Recognises competence in a range of varied work activities performed in a variety of contexts. 
Most work activities are simple and routine. Collaboration with others through work groups or 
teams may often be a requirement. Substantial supervision is required especially during the early 
months evolving into more autonomy with time. 

 

Level 2 – Supervised skilled worker 

Recognises competence in a broad range of diverse work activities performed in a variety of 
contexts.  Some of these may be complex and non-routine and involve some responsibility and 
autonomy.  Collaboration with others through work groups or teams and guidance of others may 
be required. 

 

Level 3 – Independent/autonomous skilled worker 

 

Recognises competence in a broad range of complex, technical or professional work activities 
performed in a wide variety of contexts, with a substantial degree of personal responsibility and 
autonomy.  Responsibility for the work of others and the allocation of resources are often a 
requirement. The individual is capable of self-directed application andexhibits problem-solving, 
planning, design and supervisory capabilities. 

 

Level 4 – Supervisory specialist worker 

 

Recognises competence involving the application of a range of fundamental principles and 
complex techniques across a wide and unpredictable variety of contexts. Requires very 
substantial personal autonomy and often significant responsibility for the work of others, the 
allocation of resources as well as personal accountability for analysis, diagnosis, design, planning, 
execution and evaluation. 
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Level 5 – Managerial professional worker 

 

Recognises the ability to exercise personal professional responsibility for the design, 
development or improvement of a product, process, system or service. Recognises technical and 
management competencies at the highest level and includes those who have occupied positions 
of the highest responsibility and made outstanding contribution to the promotion and practice 
of their occupation. 
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APPENDIX VII: CVQ Design Criteria Checklist 

 Criteria Checklist for Evaluating the Overall Format and Content of 
Occupational Standards for the Caribbean Vocational Qualification (CVQ) 

 

 

Name of Occupational Area:________________________Country of Origin:_______________ 

 

1.0 Title of the CVQ Yes No Comments 
1.1 Reflected the occupational/skill area    

1.2 Stated as a noun, where applicable    

2.0  Title of Units/Elements Yes No  Comments 
2.1Used language which was precise and consistent  

         with the appropriate grammatical structure 
   

2.2 Used a clear, unambiguous active verb or verbs to 

describe the action required 
   

2.3 Represented a discrete unit of work, which was 

complete and assessable, rather than a procedural 

step or operation 

   

2.4 Described outcomes, expectations or results of 

activity, rather than activities procedures and 

methods 

   

2.5 Did not describe knowledge, skills or 

understanding instead of outcomes 
   

2.6 Did not describe outcomes with verbs which 

simply mean ‘do’ 
   

 

2.7     Did not use ambiguous or ‘secondary’ verbs 
   

2.8     Did not place an evaluative term into the  

          statement of competence 
   

3.0  Performance Criteria Yes No  Comments 
3.1   Consisted of a critical outcome or process plus  

       an evaluative phrase or, where justified, a      

       description of a state which either should or     

       should not occur 

   

 

 

 
3.2   Used evaluative terms that were appropriate  

        (i.e., absolute, with a tolerance, 

       conditional/dependent) given the range of  

       variations which might be allowed or expected  

       in the work environment 

   

 

 

 
3.3 Phrased in simple language that would easily be 

       understood by all users 
   

 
3.4 Criteria sufficient to measure the element    
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3.5  Did not describe all the outcomes as ‘correct’    

 
3.6  Did not reference all performance requirements  

        to the procedures of an organisation 
   

 

3.7   Did not offer options, alternatives or conditions    

 
3.8   Did not use repetitive criteria which could form  

        the basis of an ‘overarching’ or common unit or  

        element 

   

 
3.9  Did not use highly generalised or abstract  

       language 
   

 

4.0 Range Statements Yes No  Comments 
4.1 Included the tools, equipment, materials,  

       methods and processes which are significant to  

       the work activity 

   

4.2   Described significant variations which would  

       require different skills, methods or processes as  

       required by industry 

   

4.3  Reflected current and future requirements for  

       flexibility and breadth 
   

 
4.4   Did not list variations which required different skills  

        or level of skill 
   

 
4.5   Did not offer options or alternatives     

 

5.0 Underpinning Knowledge & Skills Yes No  Comments 
5.1  Outlined clearly the required facts and data    
5.2  Theories, methods and principles to be  

      understood and applied were clearly outlined 
   

5.3  Outlined clearly underpinning skills required  

      to carry out the performance criteria 
   

6.0  Evidence Guide Yes No  Comments 
6.1  Clearly noted that all performance criteria,  

      underpinning knowledge and skills and range  

      must be assessed  

   

6.2  Outlined clearly the critical performance that  

      must be demonstrated 
   

6.3  Appropriate methods of assessment outlined  

      clearly  
   

6.4  Clearly outlined appropriate context of  

      assessment 
   

 
Decision/Action Required: 

______________________________________________________________________________

______________________________________________________________________________ 
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Reviewed by: 

 

Names of Committee Members Signature  Date 
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APPENDIX VIII: Definitions 

 

Definitions: 

 

1. Deletions/Withdrawal 

Qualifications which are being deleted/withdrawn are those which have not been used or have 

become obsolete and are no longer required by industry.  

 

2. Review of Qualifications  

Qualifications for which awards have been issued and have been in existence for more than 10 

years but have not been reviewed will be subjected to a review process.  

 

3. Replaced Qualifications 

Qualifications which have been revised and replaced by another more appropriate and updated 

qualification will be identified as being replaced. 

 

4.  Replacement qualifications 

A qualification which replaced another qualification which needed to be revised. 
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APPENDIX IX: Guidelines for the Approval of Regional 
 Occupational Standards (ROS) 

 
GUIDELINES FOR THE APPROVAL OF REGIONAL OCCUPATIONAL STANDARDS 

(ROS) 
 
1. PURPOSE 
 

To establish the procedure for the development of occupational standards and its 
approval as a Regional Occupational Standard. 
 

2. SCOPE 
 

This is intended (demand driven) for all the NTAs/TVET Councils within the Caribbean 
Association of National Training Authorities (CANTA). 
 

3. PRE-REQUISITES 
 

• National 

• TVET agenda 

• Labour Market Information/Surveys/Intelligence 

• Requests from CARICOM 

• Requests from CXC 

• Anticipated emerging sectors. 
 

4. ROLES AND RESPONSIBILITIES 
 

i. Each member state identifies occupational standards for development based on their 
National TVET plan and/or request by industries and labour market 
information/intelligence. Requests from CARICOM and CXC are submitted to CANTA 
which are then allocated to member states based on resources and capacity. 
 

ii. Member states should submit annual (calendar year) work plans for the development of 
standards to the CANTA Secretariat to eliminate duplication of efforts and submissions 
for regional approval. 
 

iii. The Secretariat should be advised of any changes made to this work plan during the 
period.  Member states may consult the Secretariat prior to developing a standard to 
ensure it is not currently being developed by another state. 
 

iv. Review and update OS.  
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v. Member states that developed OS must also develop the Facilities Standards for the 
occupational area. 
 

5. PROCEDURES 
 

i. NOS submitted to CANTA Secretariat 
 

Identification of occupational standards for development 
 
The NTAs/TVET Councils identify the standards for development based on their National 
TVET agenda, Labour Market information, consultation with the Sector Advisory 
Committees and Industry initiatives. The standards identified for development may also 
arise from the CANTA delegation. NTAs/TVET Councils should verify that the standard 
identified for development is not being developed in another country to avoid 
duplication. 

 

Development/Review of occupational standards by Industry  
 
The Sector Advisory committees or Sector Skills Councils are consulted to identify expert 
practitioners with the requisite knowledge and experience to form the committee/Lead 
Body to develop the standards. The Lead Body will first undergo a training 
session/orientation on conducting an Occupational Analysis: these methods may entail 
Functional Analysis, Task Analysis or DACUM (partially). 

 

These Lead Bodies will develop the Units, Elements, Performance Criteria, Knowledge and 
Skills, Evidence Guide and Qualification Plan. 

 
After completing the components of the standard, the Lead Body will sign off on the 
standard as evidence that the standards development was industry driven.  Where 
standards submitted for regional approval have been rejected at any of the following 
stages, the standards will be sent back to the country of origin for the Lead Body to review 
and amend as necessary: 
 

• Standards sub-committee 

• CANTA Board 

• RCMTVET  

• COHSOD  
National verification and validation 

 
The standards are then sent for public review as a prerequisite for becoming a National 
Occupational Standard. Public feedback is sent to the Lead Body to accept or amend as 
necessary. Where it exists, the Sector Advisory Committee will endorse the standards to 
support industry acceptance. The Standards become National Occupational Standards 
(NOS) on approval from the NTA/TVET Council. 
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ii. NOS circulated for regional approval 

 
All occupational standards intended to move from a National Occupational Standard to a 
Regional Occupational Standard must be submitted to the CANTA Secretariat on or before 
the closing deadline for submission. 

 

Circulation for regional validation 
 
The CANTA Secretariat will compile all submitted standards and circulate them to all member 
states for validation by their local industries. All feedback, submitted via the Industry Review 
Evidence Form, will be returned to the Secretariat, collated and sent to the country of origin of 
the particular standard for amendment or validation, as necessary.  The standards that receive 
regional validation will be compiled for review by the standards subcommittee. 

iii. Review by Occupational Standards Committee (OSC) 
 

The OSC will review the standards against the CVQ Design Criteria.  This review is not a 
technical review as this committee does not comprise subject matter experts (see OSC 
Terms of Reference).  

 

iv. Recommendation by OSC 
 

The committee will complete the CVQ Design Criteria checklist report and the chair of the 
committee will sign off. Where standards contain non-conformities, they will be sent back 
to the country of origin to amend and resubmit.  If resubmission is completed by the 
specified deadline with the recommended amendments, it will be accepted to go forward 
in that year’s submission.  The committee recognises that each NTA/TVET Council has a 
national responsibility to obtain regional approval for national standards.  

 

v. Submission to CANTA Secretariat 
 
The OSC Chair will prepare the report and submit it to the CANTA Secretariat two (2) 
weeks prior to the CANTA board meeting.  The OSC Chair will report to the members at 
the CANTA board meeting on the recommended standards for approval and the activities 
of the OSC for the reporting period. 

 

vi. CANTA Board Approval 
 
The CANTA Board will recommend the standards for approval pending the report from 
the SSC Chair. 
 

vii. Standards submitted to CARICOM Secretariat  
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After the CANTA Board approves the standards for regional approval, the CANTA 
Secretariat will submit a list and copies of the standards to the CARICOM Secretariat. The 
CANTA Chair will officially request that the CARICOM Secretariat convene a meeting of 
the RCMTVET. 

 

viii.  Standards submitted to RCMTVET for approval 
 

The standards will be reviewed by the RCMTVET.  Standards that are rejected will be sent 
to the CANTA Secretariat via the CARICOM Secretariat and then sent back to the country 
of origin for review and amendment before the next standards submission. 

 

ix. COHSOD approval 
 

The standards will be reviewed by COHSOD.  Any standard that is rejected will be sent to 
the CANTA Secretariat via the CARICOM Secretariat which will in turn be sent back to the 
country of origin to review and amend for the next standards’ submission. 

 

x. CARICOM Secretariat sends Savingram to member states  
 

COHSOD will inform the CARICOM Secretariat of the standards that have been approved 
as Regional Occupational Standards.  The CANTA Secretariat will supply the CARICOM 
Secretariat with twelve (12) copies of the regionally approved standards.  The CARICOM 
Secretariat will send the Savingram with the copy of the ROS to all CANTA member states. 

 

xi. CANTA website updated with new ROS  
 

The CANTA website custodians will update the website with the recently approved ROS. 
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APPENDIX X: Guidelines for the Revision of 
 Regional Occupational Standards (ROS) 
 

GUIDELINES FOR THE REVISION OF  
REGIONAL OCCUPATIONAL STANDARDS (ROS) 

 
1. PURPOSE 

 
To establish the procedure for the revision of the Regional Occupational Standards (ROS) 
that are five (5) years and older and still have relevance but need to be updated to meet 
current industry standards. 
 

2. SCOPE 
 
This is intended for all the NTAs/TVET Councils within the Caribbean Association of 
National Training Authorities (CANTA). 
 

3. PRE-REQUISITES 
 

• ROS five (5) years and older 

• Rate of the evolution of the industries 

• National TVET agenda 

• Labour Market Information/Surveys 

• Requests from CARICOM 

• Requests from CXC 
 

4. ROLES AND RESPONSIBILITIES 
 
i. The CANTA Secretariat identifies ROS that are due for revision based on the criteria 

above. 
 

ii. Each member state identifies the ROS that are a priority for them based on their 
National TVET plan and labour market information and submits this list to the CANTA 
Secretariat  

 
iii. CXC submits its priority list of ROS to the Secretariat for updating.. 
 
iv. Member states should submit to the CANTA Secretariat any ROS which they have 

already revised. 
 
The CANTA Secretariat prepares a list of ROS to be revised and assigns them to member 
states for revision. 
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5. PROCEDURES 
 

i. Identification of ROS for revision by OSC 
 

On an annual basis the OSC will identify the list of ROS to be reviewed.  This list will be 
sent to members to identify the ROS that are a priority to them for revision.  A priority 
listing will then be compiled for the ROS revision allocation. All ROS will be updated; 
however, the purpose of prioritising is to ensure that the ROS that are of greatest demand 
are updated first.   

 
ii. Prioritisation and allocation of ROS to NTAs/TVET Councils for revision 

 
At the CANTA General meeting the Board will allocate to the various NTAs/TVET Councils 
the ROS for revision.  This allocation will be based on the member volunteering or the 
country that developed the standard.. 

 
iii. Review and validation of ROS by Industry 

 
The NTAs/TVET Councils will conduct desktop research and solicit industry participation 
to review the ROS.  They must ensure that the ROS maintains industry relevance and 
continues to be benchmarked internationally. Input from Industry is a critical step and the 
subject matter experts (SME) should include persons from large, medium and small 
companies, the private and public sector and training providers.  This will ensure that the 
industry is adequately represented on the committee (Lead Body). 
 
The ROS is updated based on industry input and is endorsed by the Sector Advisory 
Committees where they exist.  The NTAs/TVET Councils will also sign off on the update. 

 
iv. Submission of ROS to CANTA Secretariat 

 
The updated ROS must be submitted to the CANTA Secretariat within the specified 
timeline. 

 
v. Circulation for regional validation 

 
The CANTA Secretariat will circulate the ROS to member states to obtain regional 
validation of recommended updates.  The industry feedback evidence form must be 
completed and returned to the CANTA Secretariat. 
 
Any feedback will be sent to the NTA/TVET Council responsible for updating the ROS. The 
industry lead body will again be consulted to determine if recommended changes should 
be adopted. Where no consensus is arrived at, the OSC will intervene to resolve the 
impasse.  
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vi. Review by OSC 
 

The ROS will be submitted to be reviewed at the next scheduled OSC meeting. Where a 
meeting has not been scheduled, the chairperson of the OSC will write to the Chairperson 
of CANTA asking for a meeting to be convened. The OSC will review the ROS against the 
CVQ Design Criteria. 

 
vii. Recommendation by Standards Sub-Committee 

 
The OSC will complete the CVQ Criteria checklist report and the chair of the OSC will sign 
off.  Where an ROS has become obsolete the Chair of the OSC will submit in writing to the 
Chair of CANTA indicating such with the justification and evidence from industry. Where 
standards contain non-conformities, they will be sent back to the country responsible for 
the update to amend and resubmit.  If resubmission is completed by the specified 
deadline with the recommended amendments, it will be accepted to go forward to the 
next CANTA Board meeting.   

 
viii. Submission to CANTA Executive Committee 

 
The OSC Chair will prepare the report and submit it to the CANTA Secretariat two (2) 
weeks prior to the CANTA board meeting.  The OSC Chair will report to the members at 
the CANTA board meeting on the recommended standards for approval. 

 
ix. CANTA Board approval 

 
The CANTA Board will approve the updated ROS pending the report from the SSC Chair. 
 

x. CARICOM Secretariat sends Savinggram to member states  
 

The ROS will be submitted to the CARICOM Secretariat with a letter from the CANTA Chair 
officially requesting that a Savingram be sent to member states informing them of the 
recently updated ROS.   

 
xi. CANTA website updated with revised ROS  

 
The CANTA website custodians will update the website with the recently updated ROS. 

 



Guidelines for the Development and Review of Regional Occupational Standards 62 

Revised September 2024 

APPENDIX XI: Guidelines for the Deletion/Withdrawal of  
Regional Occupational Standards (ROS) 

 
GUIDELINES FOR THE DELETION/WITHDRAWAL OF 

REGIONAL OCCUPATIONAL STANDARDS (ROS) 
 

1. PURPOSE 

 
To establish the procedure for the deletion/withdrawal of Regional Occupational 
Standards (ROS) to ensure that outdated or obsolete qualifications are removed from the 
system and the interests of learners, training providers and stakeholders in relation to 
these qualifications will be protected.  

 
2. SCOPE 

 
This is intended for all the NTAs/TVET Councils within the Caribbean Association of 
National Training Agencies (CANTA). 

 
3. PRE-REQUISITES 
 

• ROS that have become non-relevant and obsolete 

• ROS that have been in existence for ten (10) years and over but where no certificates have 
been awarded, or are currently being awarded 

• ROS that have been in existence for ten (10) years and over, for which certificates were 
previously awarded but not in the last eight (8) years 

 
4. PROCEDURE FOR DELETION/WITHDRAWAL OF CVQs 
 

i. Registration/certification of data compiled by NTAs/TVET Councils/CXC 
 

CANTA OS Subcommittee (OSC) will obtain registration information and/or certification 
data on ROS awarded by CANTA member territories, CXC and other stakeholders. The OSC 
will also obtain information/evidence from member territories on the reasons that 
qualifications no longer meet industry requirements and have become outdated and/or 
obsolete. 

 
ii. OSC analyses and documents information  

 
The OSC will analyse the information and document qualifications to be deleted or 
withdrawn for submission to the CANTA Secretariat.  The following information for each 
ROS to be deleted/withdrawn should be provided:  

• title, level and code of the ROS to be withdrawn 
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• an explanation of why the ROS is being deleted/withdrawn 
• clear timeframe, including deadline dates for the removal of the ROS from the 

system 
• information from member territories about the learners, training providers, CXC 

and other stakeholders that may be affected  
• evidence for industry support for the deletion/withdrawal 

 
iii. OSC submits CVQs to be withdrawn to CANTA Secretariat  

 
CANTA Secretariat will consult and obtain consensus from CANTA member territories, 
NTAs, TVET bodies, CXC, etc. on the possible withdrawal of ROS. The CANTA Secretariat 
can make changes to the procedures for deletion/withdrawal plan based on information 
or feedback from training providers, stakeholders, etc.   

 
iv. CANTA Secretariat compiles information and obtains consensus from member 

territories 
 

Where there is not full support from stakeholders for deletion/withdrawal of ROS, this 
must be documented as part of a report. 
 

v. CANTA Secretariat informs CARICOM of recommendations to delete/withdraw ROS  
 
CANTA Secretariat will inform CARICOM of the recommendation to delete/withdraw a 
qualification and obtain approval from CARICOM to implement the recommendations.   
 

vi. CARICOM approves recommendations and communicates approval to CANTA 
Secretariat 
 
Once approval is obtained from CARICOM, this will be communicated to the CANTA 
Secretariat. 
 

vii. CANTA Secretariat informs member territories of approval to delete/withdraw 
  

The CANTA Secretariat will communicate with and give notice to NTAs, TVET Councils, 
CXC and other stakeholders of CARICOM’s approval to delete/withdraw a ROS within a 
reasonable timeframe.   
 

viii. NTAs/TVET Councils inform CXC, training providers and stakeholders of intention to 
delete/withdraw 
 
CANTA member territories, NTAs, TVET Councils will provide the following information to 
CXC, training providers and stakeholders about the ROS being deleted/withdrawn 
including: 
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• title, level and code of the ROS being deleted/withdrawn 
• an explanation of why the ROS is being deleted/withdrawn  
• clear timeframe, including deadline dates for withdrawal of the ROS 
• information about possible replacement ROS, where applicable  

 
The timeframe should allow for stakeholders to make suitable plans ahead of the 
withdrawal, thus preventing learners from enrolling or registering for a qualification that 
they are unlikely to be able to complete before the ROS is withdrawn. 
 
Where a training provider, organisation or other stakeholder may be unduly affected by 
the withdrawal of an ROS, they can discuss with the respective NTA, TVET Council, etc.   
Where units of competency are used in other ROS, those units will continue to be used in 
those qualifications until such time as they can be replaced. 

 
ix. CANTA Secretariat instructs updating of CANTA website 

 
The CANTA Board will provide all information on the withdrawal of qualifications and 
actions to be taken on the CANTA website.  CVQs which have been removed from the 
system will be archived for future reference, if needed. 
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APPENDIX XII: Conducting An Occupational Analysis 
 

CONDUCTING AN OCCUPATIONAL ANALYSIS 

 

Methods of Occupational Analysis 

1. DACUM 

DACUM is an acronym for develop a curriculum; it is a method of occupational analysis geared 

towards creating results that may be immediately applied to the development of training 

curricula. DACUM, however, involves only the first step in a full vocational curriculum 

development process. It is defined as a quick method to carry out occupational analysis at a low 

cost. The development of the DACUM Method is attributed to the Centre on Education and 

Training for Employment of the Ohio State University of the United States.  

 

The DACUM method systematically defines the tasks, jobs, competences and tools associated 

with a certain type of job.  It is an inductive approach whereby small units are defined and 

gradually extended to be applied in a broad context.  The process is led by a trained facilitator 

who brings together expert practitioners/subject matter experts in a particular occupational 

area.  The workshop uses DACUM groups of 5-12 persons and normally runs for two (2) to four 

(4) days, where the experts would provide input on the specific tasks, knowledge, and skills 

required to perform their jobs.  The following three (3) assumptions underlie the DACUM 

method: 

• Persons who do certain activities regularly can describe them in a realistic and precise 

manner.  Those workers whose occupation is the object of the analysis and who have a 

good performance in that position are the real experts on that type of job. Even though 

first-rate supervisors and managers may have a great deal of knowledge about the work 

developed, they may lack the necessary level of expertise to conduct a good analysis of 

such. 

  

• An efficient way of work and job analysis is to describe the tasks developed by expert 

workers precisely and completely. A worker may carry out several tasks that are highly 

appreciated by their colleagues and internal clients. To do this, attitudes and knowledge 

alone are not enough; they do things the right way when they develop activities which, if 

known by the enterprise, may facilitate better training for everyone else. 

 

• Every successfully completed task requires special knowledge, behaviour and skills, 

together with the use of tools, equipment, supplies and materials. Future concerns should 

also be considered and these can be identified implicitly through work and job analysis.. 
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DACUM gives importance to the detection of factors that explain a successful 

performance. Therefore, it seeks to establish not only tasks but also specifies the tools 

with which the worker interacts to facilitate practical training. 

 

The information gathered from the experts is used to develop a DACUM chart as a graphical 

representation of the job.  This is referred to as “DACUM letter” or “DACUM map” where the job 

position is described in terms of the competencies and sub-competencies it requires. The total 

amount of competencies makes up the description of the tasks involved in a certain job position. 

The DACUM chart can then be used by educators, curriculum developers, or human resource 

professionals. 
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Steps to conducting a DACUM session1 
 

 

 

 
1 Source: Gonczi / Hager / Oliver, 1990, p. 39. 

 

General introduction and orientation

Review of occupational area

Identification of the duties

Identification of tasks, sub tasks and competences associated with each duty

Reviewing and refining the outcomes  so far

Establishing importance of each task  and /or competence by rating on frequency etc.

Final structuring

Recording of final results

Preparing report
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Limitations of the DACUM Method  

The DACUM Method, 

• does does not include performance criteria or evidence to facilitate evaluation and inform 

the learning process. 

• goes no deeper than the tasks themselves.  

• is most appropriate for routine tasks.does not give a significant basis for the design of 

training programmes.  

• does not include clear elements for self-assessment.  

 

2. Functional Analysis 

Functional Analysis (FA) is a technique used to identify the labour competencies inherent in a 

productive function at the level of an occupational area, an enterprise, a group of enterprises or 

a whole sector of production or services. Functional analysis may be developed with different 

initial levels: an occupational sector (hotel); mainstream occupations at various sectors 

(occupational safety and health); or an occupation (PC repairman). 

 

Functional Analysis uses a consultative process that involves subject matter experts such as 

employees, managers/supervisors, and training providers. These subject matter experts, referred 

to as the Lead Body/Group, are brought together in a workshop to develop an occupational 

standards for the job using the FA approach.  

 

FA is not an exact method but rather it is a working approach to the required competencies by 

means of a deductive strategy.  It starts with the identification of the key purpose of an 

occupation in the major sectors where it is found.  Once we know what the key purpose is, we 

can develop further detail by asking the simple question, ’What needs to happen to achieve the 

key purpose?’ This will identify the main functions (Units) within that occupational area.   This is 

then further broken down into sub-functions (Elements) until outcomes (Performance Criteria) 

for each function are identified following a strictly logical sequence. The modules are analysed 

one by one to identify the performance requirements. 

 

Functional analysis identifies the functions that people perform or the activities a person is 

expected to do as part of their job. Functions have a clear purpose and outcome, which makes it 

easy to identify the contents of the OS. 
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Functional Analysis disaggregates the sector into its various sub-sectors and the subsectors into 

various occupational areas.  

 

The process involves two methods (applied separately or combined): 

 

1. Disaggregation 
This method utilises the logical and structural analysis of an outcome statement into sub-

statements by the identification and separation of functions or the further elaboration of 

roles.  
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2. Iteration   
This method adopts a procedure-like approach whereby the analysis of the occupation into 

functions is revisited to ensure coherence and clarity between the key purpose of the 

sector/industry and key role of the occupation.  

 

From the application of the process the following should be evident: 

• A complete description of the occupation 

• Generation of categories which are exclusive (as far as practical) 

• A reflection of credibility in terms of what happens in the occupation 

 

Reasons for using Functional Analysis  
 

•  It identifies functions of an occupational area which is always linked to a purpose and an 

outcome that the employer expects of employees. Therefore the OS describes the 

outcomes employers value.  

•  It brings out best practices because it answers the question ‘What do employers expect 

people to be able to do in order to achieve their aims and objectives?’ while DACUM 

answers the question, ‘What do people do?’, which gives a different answer. 

• The flexibility of functional analysis as a wide scale analysis tool makes it more useful than 

DACUM to analyse occupations in certain subsectors or even at specific organisations, 
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APPENDIX XIII: Functional Map 
 

Functional Map 

A graphic representation of the result of the functional analysis 

What needs to be done? (How?) 
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APPENDIX XIV: Establishment and Function of Sector Advisory Committees/ 
Sector Skills Councils 

 
Establishment and function of Sector Advisory Committees (SAC)/Sector Skills 

Councils (SSC) 
 

Membership of the SAC/SSC may comprise: 

 

1. Sector employers, educators and trainers 

2. Government agencies/departments   

3. Professional associations 

4. Trade unions 

5. Bodies responsible for industry regulations  

6. Trade associations  

7. Senior management within their sectors or defined occupational groups. 

8. Existing bodies which already play a role in this regard can form the nucleus of the SACs 

in their relevant sectors.  

9. A clearly defined group of employers with similar business objectives in a definable 

economic activity or related activities.  

10. An occupational group where there is no clear industry base but a clear occupational 

demand 

11. Accrediting /licensing bodies 

12. Research organisations  

13. Other key stakeholders on shared education and training issues. 

 

Functions of the SAC/SSC are: 

 

1. To recommend occupational areas for development. 

2. To endorse, review and implement the OS of competence for the sector, industry or 

occupational group.  

3. To monitor emerging trends and changes in the Labour Market and recommend changes 

to the OS.  

4. To take the lead in encouraging companies in the sector to facilitate increased employee 

involvement in training and certification. 

5. To monitor and implement changes to OS to cater for emerging trends and changes in the 

Labour Market.  

6. To assist in nominating and selecting individuals to form the Lead Body in the respective 

occupational areas. 
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7. To review and comment on activities to increase employer and 

apprentice/trainee/worker participation in apprenticeship programme, Prior Learning 

Assessment and Recognition (PLAR)and other such programmes. 

8. To facilitate the development of curriculum and instructional material. 
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APPENDIX XV: Lead Bodies/Groups 
 

LEAD BODIES/GROUPS 

 

Criteria for selection 

 

Definition 

The Lead Body is a group of industry experts in a specific occupational area whose focus is the 

development of the technical content of the Occupational Standards. 

 The Lead Body consists of subject matter experts with the requisite qualifications and experience 

in the respective occupational area and assists in ratifying the contents of the occupational 

standards. 

 

These Lead Bodies are established on an ad-hoc basis for the duration of the development or 

review of the Occupational Standards.  Lead Body meetings are facilitated by standards 

developers from the NTAs/TVET Councils. 

 

Committee members should be selected on the premise that his/her qualifications and 

experience in the occupational area would be of significant assistance to the development of the 

occupational standards for the required area. 

 

The Lead Body should comprise: 

 

1. persons representing large, medium-sized small and ‘micro’ organisations, including the 

self-employed, to have a committee that is representative of the sector/industry. 

2. persons from both the private and public sectors. 

3. persons performing within the level of the occupational area for at least five (5) years. 

4. persons performing at a level above the occupational area. 

5. a training provider/ persons from institutions. 

6. members of professional bodies. 
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APPENDIX XVI: Process Flowchart for the Formation and Function  
of A Lead Body 

 
Process Flowchart for the Formation and Function of A Lead Body 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Consult various sources to acquire 
nominations for Lead Body Committee 

Identify and select persons meeting the 
criteria to serve on the committee 

Conduct subsequent meetings to 
develop and review the technical content 

of the standard 

Conduct orientation meeting  

Invite the Lead Body members to attend 
an orientation meeting 

Obtain sign-off from the Lead Body on 
completion of the draft standard 
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APPENDIX XVII: Guidelines for the Formation and Function of 
 A Lead Body 

 

GUIDELINES FOR THE FORMATION AND FUNCTION OF A LEAD BODY  

1. PURPOSE 

To establish a Lead Body comprising industry experts to provide guidance on the technical 

content of new occupational standards, revise Regional Occupational Standards and 

review occupational standards for Regional Industry Validation. 

 

2. SCOPE 

This is intended for the standard development facilitators  of all the NTAs/TVET Councils 

within the Caribbean Association of National Training Authorities (CANTA). 

 

3. PRE-REQUISITES 

Labour Market Information/surveys. 

 

4. ROLES AND RESPONSIBILITIES 

Each member state identifies occupational standards for development based on the 

National TVET plan and Labour Market Information.   

 

5. PROCEDURES 

 

i. Consult various sources to acquire nominations for Lead Body Committee 

Standard development facilitators will consult with the Sector Advisory Committee (SAC)/ 

Sector Skills Councils (SSC) to nominate the technical experts to serve on the Lead Body.  

Where no SAC/SSC exists for that sector, or the territory does not have one established, 

then other sources can be used to identify the subject matter experts with the requisite 

knowledge and experience.  Other such sources include but are not limited to labour 

market information, survey of establishment, telephone directory or consulting captains 

of industry who are familiar with the experts in the field. 

 

Once the technical experts have been identified, standard development facilitators will 

communicate with those individuals or their organisations to obtain approval to serve on 

the Lead Body, stating the requisite knowledge and experience of the nominee. 

 

ii. Obtain agreement to comprise Lead Body   

Approval may have to be acquired from employers to permit the experts to serve on the 

Lead Body. 
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iii. Convene an orientation meeting  

Invite the Lead Body members to attend the orientation meeting 

 

iv. Conduct orientation meeting 

The orientation meeting should cover the following: 

• introduction of the members. 

• explanation of their role in the standard development process. 

• method to be used if using occupational analysis. 

• sourced occupational standards that will form the basis for development of the 

standard OR source of the standard.   

•  

 

v. Conduct subsequent meetings to develop and review the technical content of the 

standard 

Subsequent meetings should be scheduled to complete the development of the draft 

standard. 

 

vi. Obtain sign off on draft standard 

On completion, the Lead Body members should sign off on the draft standard (in 

preparation for validation) as evidence that it was developed with input from technical 

experts in the occupational area. 
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APPENDIX XVIII: International Examples of Industry Engagement 
 

International Examples of Industry Engagement 
 

The United Kingdom 
 
The UK engages  Industry through their Sector Skills Councils (SSCs) which are independent, 
employer-led organisations. The SSCs work in partnership with the UK Commission in an effort 
to create the conditions for increased employer investment in skills which will drive enterprise 
and create jobs and sustainable economic growth. The network of licensed Sector Skills Councils 
provides the employer with leadership to address skills needs within and across sectors.  
 
Through this sectoral approach, the SSCs can articulate the voice of employers on skills to develop 
innovative skills solutions and to encourage employer ambition and investment in skills and job 
creation. In doing so, the SSCs are key strategic partners in creating the conditions for increased 
investment in skills. 
 
New Zealand 
 
New Zealand’s Sector Skills Councils (SSCs) set national qualifications and standards and fund 
180,000 trainees in 30,000 businesses. To better respond to challenges, New Zealand’s skills 
strategy relies on the partnership of Industry Training Organisation (ITOs), business, unions and 
government.  
  
New Zealand’s ITOs are owned by industry (both employers and workers) and exist to ensure that 
the skill development needs of their industry are met. They develop and arrange workplace 
learning and vocational education for industry, while ensuring that the views of people working 
in their industries are heard in the development of skill standards and qualifications.    
 
Australia 
 
In Australia, the government recognises that training and retraining workers will be an essential 
part of the country’s economic recovery. As a result, the government’s strategic focus is on 
opportunities for workforce development such as linking skills and innovation, advancing 
technical expertise and building foundational skills such as literacy and numeracy.  There are 
eleven (11) National Industry Skills Councils that cover the skills needs of most Australian 
industries.   
 
Canada 
 
Operating at an arm’s length from the Government of Canada, Sector Councils are National 
Partnership Organisations that bring together business, labour and educational stakeholders. 
Sector councils are a platform for these stakeholders to share ideas, concerns and perspectives 
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about human resources and skills issues. Sector Councils aim to find solutions that benefit their 
sector in a collective, collaborative and sustained manner.Sector Councils undertake a number 
of activities to respond to skills and labour market issues affecting their sectors. 

 
Skills Assessment and Anticipation 
 

Many Member States are experiencing a persistent gap between the skills needed in the labour 
market and those offered by the workforce. Skills anticipation is a strategic and systematic 
process through which the labour market can identify and prepare countries to meet future skills 
need.  Skills anticipation enables training providers, policymakers, employers and workers to 
make better educational and training choices, leading to better and improved use of skills. Skills 
assessment and anticipation exercises are therefore undertaken to assess current and future 
skills needs to enable countries to respond to changes in the labour market (ILO, 2015; OECD, 
2016).  
 
Globalisation, technology development and innovation, climate change, the use of data 
connectivity and artificial intelligence have all accelerated the rate of change in skills demand, 
disrupting the workforce and increasing the demand for higher-level skills.  While these general 
trends are likely to influence skills demand and supply in the future, the extent and nature of 
change will vary from country to country given different country contexts, as local drivers of 
change also affect labour market outcomes. Meanwhile, the design and delivery of competency 
standards and of training curricula to meet them can take several years (ILO, 2015).  In the 
context of these changes, and to inform the education and training system far enough ahead to 
create appropriate training programmes, the systematic anticipation of skills needs is essential. 
Only by anticipating skills needs in this way can informed, strategic responses be developed to 
meet skills challenges and prevent skills mismatch. 
 
The approach to skills anticipation promoted by the ILO is to identify relevant data and tools; 
translate data into indicators, trends and scenarios; analyse these outputs and prepare strategies 
in direct interaction with key stakeholders; and establish institutional arrangements that are 
conducive to matching demand for, and supply of, skills through systematic social dialogue (see 
figure below). 
 

 
ILO’s approach to Skills Need Anticipation 
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Approaches to Skills Assessment-Skills Anticipation 

for Developing Updating Occupational Profiles

Sector 
Councils

Industry 
Lead Groups

Forecasting

Horizon-
Environmental 

Scanning 
/Brainstorming 

 

Main Considerations

Skills Needs 
Anticipation 

Training- Assessment-
NVQs and CVQs

Occupational 
Areas

Industry

Sector Councils-

Industry Lead 

Groups
Training 

Delivery 

Modality 

Occupational 

Standard-

Curriculum 

Design 

Labour 

Market 

Information

On/ Off-the 

Job/Blended/

Full Digital

Apprenticeship
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APPENDIX XIX: Regional Industry Validation Form 

          CARIBBEAN ASSOCIATION OF NATIONAL TRAINING AUTHORITIES (CANTA) 

REGIONAL INDUSTRY VALIDATION FORM 
 

National Training Agency/TVET Council: 
OCCUPATIONAL STANDARD TITLE: 
Status [   ]  Regional Occupational Standard [   ]   National Occupational Standard 
Please attach additional sheets as necessary 
Instructions: The NTAs/TVET Councils are to compile the Industry’s feedback on this form and submit to the CANTA Secretariat to be reviewed by the Occupational Standard s 
Committee as evidence that the industry in member states have reviewed the standard.  
 

UNIT CODE ELEMENT # PERFORMANCE 
CRITERIA # 

RANGE 
STATEMENT 

KNOWLEDGE 
& SKILLS # 

EVIDENCE 
GUIDE 

COMMENTS 
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General Comments: 

 

 

 

 

 

 
 

 

 

 

 

 

Name of Organisation/Association/Individual that submitted comments: 
 
 
 

Signature  (National Training Agency/TVET Council): 
 

Date: 
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APPENDIX XX: 115 Uses of National Occupational Standards 

 

  115 USES OF NATIONAL OCCUPATIONAL STANDARDS   
 

 

  Performance Management   

1 linking business objectives to 
team and individual 
objectives 

2 setting standards for 
achievement 

3 planning and implementing 
changes in people’s roles 
and performance 

4 monitoring the outcomes of 
people’s performance 

5 assessing the added value 
that people’s performance 
contributes to the business 

6 reviewing and rewarding 
performance 

7 giving structured and 
constructive feedback to 
people on their performance 

8 benchmarking to identify the 
nature and level of future 
standards 

Assurance of Product and 
Service Delivery 

9 a quality specification for 
work processes and 
outcomes 

10   structuring and ‘loading’ 
production systems 

11   monitoring work processes 
12   guaranteeing customer 

service standards by 
licensing job holders 

13   specifications for contract 
tendering 

14   judging potential 
suppliers’/contractors’ 
competence 

15   monitoring contract 
delivery/compliance 

16   evidence of competence for 
compliance with international 
standards 

  Organisation Development   

17   specifying the competence 
needs of an organisation 

18   auditing the competence of 
an organisation 

19   comparing the organisation’s 
skills profile to the level of 
competitors’ competence 

20   benchmarking key areas of 
competence with the best in 
that area 

21   assessing the consequences 
of change for the 
organisation’s competence 

22   assessing the organisation’s 
capacity to cope with change 

23   determining the structures 
and systems needed to 
enable people to exercise 
their full competence 

24   reviewing and assessing the 
distribution of authority and 
autonomy 

25   linking training and 
development policy and 
strategy to business 
objectives 

  Recruitment and Selection   

26   identifying the performance 
requirement of a role/job 

27   identifying the performance 
requirement of an 
anticipated/future role/job 

28   preparing recruitment 

specifications 

29   preparing job advertisements 
30   a format for collecting 

information from referees 
31   a format for giving advance 

information to job candidates 
32   an interview checklist for 

selectors 
33   specifying induction and 

initial training 

  Job Design and Evaluation   

34   developing job specifications 
35   regular updating of job/role 

descriptions 
36   monitoring the pattern of 

role/job responsibilities in 
parts or the whole of an 
organisation 

37   job design and redesign 
38   criteria for job evaluation 
39   criteria for job grading 
40   criteria for payment and 

reward systems 

Labour Market Analysis & 
Planning 

41   identifying trends in skill 
requirements 

42   analysing and quantifying 
skills availability within labour 
markets 

43   monitoring national and local 
skill supply shortages and 
gaps 

44   providing training/learning 
guarantees 

45   highlighting links and routes 
between current and 
emerging jobs/occupations 

46   identifying transition points 
between declining and 
emerging occupations/ roles 

47   identifying factors which 
promote unfair exclusion in 
occupational and career 
structures 

48   developing strategies for 
changing occupational and 
career structures 

  Identifying Training Needs   

49   developing a strategic view of 
future learning requirements 

50   identifying individual learning 
needs 

51   a format for planning 
individual learning and 
development 

52   identifying 
group/organisational learning 
needs 

53   identifying previously 
acquired competence 

54   co-ordinating different HRD 
processes 

Structuring Learning 
Programmes 

55   linking training to strategic 
economic needs 

56   increasing the relevance and 
credibility of training/learning 
programmes 

57   allowing new learners to see 
the ‘whole picture’ in a simple 
format 

58   broadening the scope and 
relevance of traditional skills 
training 

59   identifying learning 
opportunities in the work 

environment 

60   integrating on and off-the- job 
training provision 

61   sequencing training activities 
62   developing learning contracts 
63   developing specific learning 

objectives 
64   developing knowledge 

content 
65   specifying learning processes 

to meet needs 
66   specifying the outcomes and 

targets required from external 
training providers 

Delivering and Evaluating 
Learning Programmes 

67   evaluating & selecting 
learning resources against 
organisational requirements 

68   integrating different kinds of 
training and development 

69   a format for structured 
learning in the work 
environment 

70   identifying progression routes 
for learners 

71   providing clear goals for 
learners 

72   evaluating individual/group 
training programmes 

73   monitoring external training 
providers 

  Assessing Achievement   

74   identifying assessment 
opportunities 

75   specifying assessment 
methods and processes 

76   a specification for formative 
assessment 

77   a specification for internal 
assessment and appraisal 

78   a format for joint review of 
learner progress 

79   a format for individual review 
of progress/ achievement 

80   criteria for the recording 
achievement 

81   a basis for self-assessment 
82   a basis for peer/group 

assessment 
83   a format for the collection of 

evidence for NVQs/SVQs 

  Industry Regulation   

84   assessing compliance with 
regulators’ competence 
requirements 

85   assessing the relevance of 
qualifications to regulators’ 
requirements 

Careers Guidance and 
Counselling 

86   a basis for information/advice 
for people entering a first 
career/job 

87   a basis for information and 
advice for people changing to 
new careers/jobs 

88   assessing aptitude and 
potential for 
careers/occupational areas 

89   identifying common and 
potentially transferable skills 
in different careers/ 
occupations 

90   analysing local and national 
career opportunities in 
outcome terms 

91   a framework for career 
planning and review 

92   a framework for monitoring 
and evaluating the career 
progress of groups of people 
(e.g. school leavers) 

Development of Publicly 
Funded Training Regimes 

93   assessing requirements for 
national and local training 
provision 

94   developing assessable 
outcomes for national targets 

95   assessing funding 
requirements for national 
training programmes 

96   allocating funding for national 
training programmes 

97   monitoring the success of 
publicly funded programmes 

Public Recognition/ 
Certification of 
Competence 

98   a coherent system for 
publicly recognising 
competence 

99   providing coherence for 
national provision of 
qualifications 

100 development of formal 
assessment systems 

101 a specification for summative 
assessment for public 
certification 

102 monitoring and assessing 
priorities for the development 
of new qualifications 

103 development of NVQs/SVQs 
104 updating NVQs/SVQs 
105 providing criteria for 

equivalence between 
national and international 
qualifications 

  Management Information   

106 a database of the 
competence of employees 
(local/national) 

107 evaluating the cost 
effectiveness of the 
organisation’s training budget 

108 tracking the progress of 
individuals towards 
qualifications 

109 evaluating the effectiveness 
of the organisation’s 
employment policies and 
strategies 

Regulating Professional & 
Occupational 
Qualifications and 
Institutions 

110 profiling the membership 
requirements of a 
professional body 

111 defining the institutions 
requirements for CPU 

112 relating and harmonising 
professional requirements 
with other professional 
bodies’ 

113 mutual recognition of 
vocational qualifications 

114 identifying and describing 
new and emerging 
occupations and professional 
groups 

115 assessing the relevance of 
professional qualifications to 
the demands of industry 

standards. 

© Caple Melbourne Limited 2001, with acknowledgements to Bob Mansfield & Lindsay Mitchell Towards a Competent Workforce Gower 1997 
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APPENDIX XXI: Verbs used in the Titles of Units and Elements of Competence 
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Define to fix the bounds or limits of 
 

Deploy to place for a purpose, to place 

strategically 
 

Design to form a plan, to contrive 
 

Determine to define limits, to resolve (in 

contracts) 
 

Develop to evolve to a more desirable 

state 
 

Draft to produce (drawings or text) 

in preliminary form 
 

Draw up to compose or put into shape 

(often associated with 

contracts) 
 

Empower to give power to, or share 

power with, to authorise 
 

Enable to provide with the means, 

knowledge or opportunity 
 

Encourage to help, inspire confidence 

Enlist to encourage cooperation 

Establish (1) to set up or create 

Establish (2) to place in a fixed position, to 

confirm 
 

Estimate         to make a rough calculation 

usually without a measuring 

instrument 
 

Evaluate to determine the value of 
 

Finalise to put into final form, to 

complete 
 

Formulate to state or express in a clear or 

definite form 
 

Identify to find out, to establish 

identity 
 

Implement to put into practice 

Improve to make better 

Initiate to begin or originate 

Inform to give knowledge to 
 

Inspect to examine 
 

Instruct to teach, to give guidance, to 

direct 
 

Integrate to make up parts into a whole 
 

Interpret to extract meaning from 

(usually text) 

Investigate to inquire or examine 

systematically 
 

Issue to put into circulation (usually 

documents), to give out for 

use 
 

Justify to prove or show to be right 
 

Lead to guide 
 

Maintain to preserve or retain in the 

same state 
 

Match to find an equal or counterpart 
 

Modify to change the form or quantity 

of 
 

Monitor to keep track of a process 
 

Negotiate to come to terms with others 

by agreeing 
 

Obtain to succeed in getting, to gain 

or acquire 
 

Optimise to achieve the best balance 

between two or more 

competing parts 
 

Organise to arrange by planning and 

coordination 
 

Originate to create or bring into being 
 

Participate to have a share or take part 
 

Plan to formulate a scheme or 

method to achieve an 

objective 
 

Prepare to make ready, to put together 

resources 
 

Present to introduce (information) 

formally 
 

Prioritise to place in order of rank or 

importance 
 

Process to engage in a series of 

operations or changes 
 

Procure to obtain (goods and services) 

Produce to bring into being 

Programme to plan a sequence of actions 
 

Promote to popularise, to advocate 
 

Propose to offer for consideration or 

acceptance 
 

Protect to shield from danger 
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Provide 
 

feedback to return information to a 

source for control or alteration 
 

Provide 
 

information to offer facts and opinions to 

others 
 

Recommend to suggest as suitable for 

acceptance 
 

Record to account for events (usually 

in written form) 
 

Recruit to identify and employ people 
 

Regulate to apply a control or rule 
 

Repair to return to something to its 

optimum/working state 
 

Report to prepare and present an 

account, usually formally 
 

Represent to serve as an authorised 

delegate or agent 
 

Research to investigate systematically 
 

Respond to reply, answer 
 

Review to look back over events, to 

critically examine 
 

Revise to examine and correct, to 

make an improved version of 
 

Schedule to plan, timetable or 

programme 
 

Secure to establish in safety, to obtain 

good and services 

Select to choose one or more from 

several 
 

Service to perform duties and services 
 

Set to prescribe or assign  

Set up to make ready for use 

Specify to set down as a requirement 

Store to put away for future use 

Summarise to present a condensed version 

Supply to provide (goods or services) 

Support to promote the cause of, to 

provide resources 
 

Sustain to support, to maintain or keep 

going 
 

Synthesise to make a whole out of parts 
 

Teach to enable learning to take 

place 
 

Test to determine fitness for 

purpose 
 

Train to instruct and enable learning 

to take place 
 

Validate to ratify, confirm or 

substantiate 
 

Verify to assert or prove to be true 
 

Welcome to admit willingly, to receive 

with kindness or pleasure 
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