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[bookmark: _Toc430960716]Organization
This part of the Quality Management manual shows the Organization’s capability to offer the training course in terms of organization, physical resources, finance, marketing, and administration. Most of the requirements in this section are expected to already be covered in the Organization’s documented quality management except for some details specific to The Open Group.  These details should be added to the QMS in a way that best suits the Organization’s practices.
[bookmark: _Toc430960717]General Organization Requirements 
(Accreditation Requirements section 2.1)
Financial stability		
[bookmark: _Toc430960718]Representation of The Open Group, the Program, and the Standards
(Accreditation Requirements section 2.2)					
1	The Organization must at all times represent the relationship between the ATC, the Organization, and The Open Group correctly.	
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


			
2	The Organization must not disparage the Standards covered by the Program, The Open Group Certification, The Open Group itself, or its programs or activities, in written or oral form.			
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



3	Terminology used by the Organization must be consistent with the terminology used within the program.			
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



[bookmark: _Toc430960719]Process and Quality System
(Accreditation Requirements Section 2.3)					
1	The Organization must operate effective procedures for the registration and identification of candidates, for the selection of trainers, and for the allocation of Candidates and trainers to scheduled course events.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



2	All aspects of course administration, delivery, and maintenance must be covered by a documented quality system.	
Input:
Process: (one process per delivery method is required, including the technical requirements (distance learning/e-learning if applicable)
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



3	The Organization’s quality system must include procedures to ensure that these Accreditation Requirements continue to be met for as long as the ATC is offered.			
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



4	The Organization’s quality system must include procedures to ensure that all updates and changes to the Conformance Requirements are adopted and deployed in the ATC in the timescales defined by The Open Group.			
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



5	The Organization’s quality system must include an active internal audit program to self-police that the Accreditation Requirements are being continuously met and that the Organization’s documented quality system is being continuously and correctly implemented. Any non-compliance identified by this internal audit must be formally recorded, followed up, and cleared.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



6	If the Organization chooses to partner with one or more Affiliates, the quality system must include procedures to ensure that the Accreditation Requirements continue to be met when the ATC is delivered by an Affiliate.		
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



7	The documentation of the quality system must be under effective change control.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



8	Audit records must be kept for a minimum of six (6) years.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


	
9	Records of each ATC delivered must be kept for a minimum of six (6) years. These records must include date, location, and level of course, trainer name, attendee names, and voucher code issued to each attendee and, if applicable, the name of the Affiliate that delivered or supported the delivery of the course.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


	
10	The Organization must operate an effective and responsive procedure for handling customer complaints.
Note that this is a distinct activity separate from course surveys, which are done at or shortly after the end of the course. Unlike course surveys, customer complaints may occur at any point in a course lifecycle (e.g., during registration) and may not relate to a specific course.
[bookmark: _GoBack]A procedure should clearly state which steps are taken, which resolutions are applied and under which conditions. Procedures subject to be applied should be submitted (e.g. rescheduling, cancellation, refund).
A complaint log should be maintained including: complainant name, contact information, complaint description, date of receipt, resolution and date of closure. Individual complaint records should be kept and made available on The Open Group request.
Unsolved complaints filed by candidates with The Open Group are considered as a non-compliance to this requirement, putting the Accreditation at risk.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


	
11	The general management of the Organization must be responsible for the quality of ATC delivery, whether by the ATC Provider itself or by any Affiliates and all aspects of ATC operation and management.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


	
12	The Organization must designate an ATC Manager for each ATC who is responsible for the operation, quality, and integrity of the ATC. If the ATC Manager role for a given ATC is distributed among several people, the Organization must nominate one person as ATC Manager for the purposes of accreditation.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



[bookmark: _Toc430960720]Confidentiality
(Accreditation Requirements section 2.4)					
1	The Organization and its Affiliates must not disclose any information about their Candidates’ examination results to anyone other than the Certification Authority.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


			
2	The Organization and its Affiliates must not disclose the identity of any ATC attendees to anyone other than the Certification Authority and a company that paid the course fee for an attendee, if applicable.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


				
3	The Organization and its Affiliates may provide their ATC attendees with written confirmation of course attendance.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


[bookmark: _Toc430960721]Examination fees and reporting
(Accreditation Requirements section 2.5)					
1	In advance of delivery of each ATC and for each course attendee, the Organization or its Affiliate(s) must buy an appropriate examination voucher from the Certification Authority, or its designated supplier of examination vouchers.		
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



2	The Organization must provide a quarterly statement of vouchers purchased by the Organization and its Affiliates, showing the voucher number, attendee name, country, date of course attendance, and any other particulars as the Certification Authority may reasonably require.		
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


	
[bookmark: _Toc430960722]Purpose of Accreditation
(Accreditation Policy section 1.2)					
1	Sufficient guidance is available to Candidates and their employers, before enrollment, on what level of prior knowledge and experience is expected for each course.			
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


2	Candidate numbers are matched to the resources available.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


	
[bookmark: _Toc430960723]Delivery of an ATC by Partners – Affiliates 
(Accreditation Policy section 8.1)
					
1 ATC Providers are at all times responsible for their Affiliates’ compliance with the trademark usage guidelines in the Accreditation Trademark License Agreement with respect to promotional material for their ATC.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



[bookmark: _Toc430960724]Promotion of an ATC by Partners – Brokers
(Accreditation Policy section 8.2)					
1	ATC Providers are at all times responsible for their Brokers’ compliance with the trademark usage guidelines in the Accreditation Trademark License Agreement with respect to promotional material for their ATC.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



[bookmark: _Toc430960725]Training Course Requirements
This part is related to the training course materials, trainers, and course delivery process. Most of the requirements in this section are expected to be already covered in a Training Organization’s documented quality management except for some details specific to The Open Group.  These details should be added to the QMS in a way that best suits the Organization’s practices.
[bookmark: _Toc430960726]Training Course Content and Documentation
(Accreditation Requirements section 3.1)					
1	All course material must be kept under version control.	
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


			
[bookmark: _Toc430960727]Changes and Updates to ATCs and Organizations
(Accreditation Requirements section 6)					
1	The Organization must notify The Open Group of any material changes to course content that could impact how the course meets the applicable Accreditation Requirements within 30 days of the change being made, with the changes being clearly identified.	
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


		
[bookmark: _Toc430960728]Training Course Content and Documentation
(Accreditation Requirements section 3.1)					
1	Whenever The Open Group updates or makes a maintenance release or other update of a Standard covered by the Program and/or the Conformance Requirements, the Organization must update all affected courses to align with the new version of the Standard and/or the Conformance Requirements within six (6) months of release of the revised documents by The Open Group.	
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


	
[bookmark: _Toc430960729]Trainer Requirements
(Accreditation Requirements section 3.2)					
1	All trainers used in the delivery of ATCs must themselves be certified within the Program at or above the level specified in the Program Configuration document.
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


				
2	All trainers used in the delivery of ATCs must have one of the following:
•	A relevant training qualification that has recognition in the geography in which it was obtained. (two examples are: certification from the Institute of IT Training, and The Open Group Certified IT Specialist (Open CITS) Certification with Technical Training as the Client Focus Area)
•	One (1) year of relevant training experience
•	Have undertaken an induction program that meets the following criteria:			
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



3	All trainers used in the delivery of ATCs must have sufficient experience in and knowledge of the topic to be able to deliver the course in a clear and concise manner.			
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



4	The Organization must ensure the proper performance of all trainers used in the delivery of their ATCs, including any trainers used by Affiliates.			
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



5	The Organization must maintain a list of all of its own and its Affiliates’ trainers, including names, contact details, training qualifications, and certification status, and must make this list available to The Open Group promptly upon request.	
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	


	
[bookmark: _Toc430960730]Course Evaluation
(Accreditation Requirements section 3.3)					
1	Every time an ATC is delivered, directly by the ATC Provider or by an Affiliate, the Organization must ensure that a survey of the Candidates is conducted that covers venue, facilities, materials, procedures, and trainer(s).			
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	



2	Summary records of these surveys must be made available to The Open Group on request in English.	
Input:
Process:
Output:
Forms/templates:
	Role
	Responsibility
	Name and training date

	
	Responsible/Accountable/Consulted/Informed
	

	
	
	





[bookmark: _Toc430960731]Candidate Evaluation Requirements (optional)
The Program requires Candidates to pass an Indicator of Conformance defined by The Open Group in the Conformance Requirements. The preferred Indicator of Conformance is an examination. Examinations are available at The Open Group Examination Provider’s public examination centers.
[bookmark: _Toc430960732]Integral Examinations
If the Program Configuration document indicates that integral examinations are allowed, an Organization may choose in addition or alternately to make the examinations available as an integral part of their course.
The Program imposes a number of examination requirements for supervision, provisioning, and validation of identity. For examinations at The Open Group Examination Provider’s public examination centers, The Open Group Examination Provider is responsible for supervision, provisioning, and validation of identity.
An Organization providing a training course that will include integral examinations is required to meet the integral examination requirements within this section in order for the training course to achieve and maintain accreditation.
[bookmark: _Toc430960733]Supervision
The Organization must appoint an individual to supervise all examinations that the Organization provides for an ATC for certification of individuals in the Program. If the ATC is delivered by an Affiliate, the supervisor must be an employee or contractor of the Organization and not an employee or contractor of the Affiliate.
Each supervisor must have a fully executed The Open Group Examination Proctor Non-Disclosure Agreement in place and at all times adhere to the Requirements for IBT Examination Supervisors.
The supervisor is responsible for ensuring that the examination is provided in a manner required by the Certification Authority from time to time. In particular, the supervisor must:
•	Ensure that Candidates can access the examination
•	Ensure that Candidates do not cheat
•	Help Candidates with aspects of the examination delivery not related to the examination 	content
•	Ensure that any Candidates who are taking the examination in a language that is not their native 	language receive the correct extended examination time
The supervisor appointed by the Organization must in all cases ensure fair and objective testing of all Candidates on a course.
The supervisor must never help Candidates with any aspect of the examination that requires knowledge or understanding of the course content.
The Organization must ensure that during the examination only the supervisor and the Candidates are present.
[bookmark: _Toc430960734]Provisioning
The Organization must ensure that there is continuous Internet access to the examination portal throughout the examination.
The Organization must ensure that Candidates do not have the ability to see other Candidates’ responses to examination questions.
The Organization must provide only one type of examination to Candidates in any single examination session.
Examinations must at all times take place in an environment that is quiet and free from distractions.
[bookmark: _Toc430960735]Identity of Candidates
The Organization must validate the identity of Candidates using a government issued photo ID.
The Organization must keep records of the source used to validate Candidates’ identity for a minimum of six (6) years.
[bookmark: _Toc430960736]Alternative Indicator of Conformance for Other Languages
To meet the need for certification to be accessible for those individuals whose command of the written languages in which examinations are available is insufficient to take the examinations in any of those languages, providers of ATCs delivered in languages in which no examination is available may provide other means of assessment, subject to approval by The Open Group.
The Open Group will consider another means of assessment for recognition as a valid Indicator of Conformance on request by an Organization. Recognition as a valid Indicator of Conformance is at the sole discretion of The Open Group.


[bookmark: _Toc430960737]Accreditation Application Requirements
[bookmark: _Toc430960738]Accreditation Application

All material submitted to The Open Group in an application for accreditation must:
•	Be in electronic format
•	Be easily accessible and navigable
•	Include full course material as provided to Candidates and trainers
•	Identify in English the cross-references between every learning outcome in the syllabus defined in the applicable Conformance Requirements with the corresponding learning units in the course
•	Identify in English the cross-references between each of the Accreditation Requirements and the Quality Management System documentation
•	Include a correctly completed web-based application form, including the Conformance Declaration, in English
[bookmark: _Toc430960739]Online Delivery
Courses with any online delivery aspect or option must be made available to The Open Group assessors online for the duration of the assessment.
[bookmark: _Toc430960740]Languages
The definitive version of each of the Standards covered by the Program is written in English. Translations to other languages may be made available. From time to time The Open Group may introduce pocket guides, glossaries, and examinations in additional languages.
In order to be assessed for accreditation, course material in languages other than English must include in each slide the references to the learning outcomes covered in that slide.
[bookmark: _Toc430960741]Requirements for Changes and Updates to ATCs and Organizations
The Organization must notify The Open Group of any material changes to the Organization’s identity, ownership, or location within 30 days.
The Organization must at all times keep the information in their Conformance Declaration correct and up-to-date.
The Organization must notify The Open Group of any material changes to course content that could impact how the course meets the applicable Accreditation Requirements within 30 days of the change being made, with the changes being clearly identified.
The Organization must ensure that registration of any new Affiliate is requested from the Certification Authority and completed (including being listed on the register of Accredited Training Courses) prior to the Affiliate offering or delivering an ATC.

[bookmark: _Toc430960742]Reference documents
Accreditation Requirements version
Accreditation policy version 
[bookmark: _Toc430960743]Appendices
Forms
Lists
Checklists
Overviews
Templates
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