UGANDA VOCATIONAL AND TECHNICAL
ASSESSMENT BOARD (UVTAB)

UVTAB [SO 9001:2015 Plot 891, Kigobe Road, Kampala B @UVTABOfficial
General line: +(256) 392-002468 Office of the Executive Secretary: 0392-002467

UGANDA VOCATIONAL AND
EEEEEEEEEEEEEEEEEEEEEEE

GUIDELINES FOR THE ACCREDITATION OF
UVTAB ASSESSMENT CENTRES

July 2026

Uganda Vocational and Technical Assessment Board | Page 1



UGANDA VOCATIONAL AND TECHNICAL
ASSESSMENT BOARD (UVTAB)

UVTAB ISO 9001:2015 Plot 891, Kigobe Road, Kampala B @UVTABOfficial
General line: +(256) 392-002468 Office of the Executive Secretary: 0392-002467

UGANDA VOCATIONAL AND
TECHNICAL ASSESSMENT BOARD

Contents
1.0 INTRODUGTION. ...ttt ettt ettt ettt e st e e sate e e st eeeeabeeeaateeeanbeeeamseeaneeeamseeeamseeeanseeanseeeanseeaanseeenns 3
2.0 SCOPE, ELIGIBILITY AND INTERPRETATION ......oiiiiieiie ettt ee e e ettt e e e eneeennee e e e e 3
3.0 ACCESS TO THE DIGITAL ACCREDITATION SERVICE ......coiiiiieiie e 4
4.0 APPLICATION INFORMATION AND REQUIREMENTS ..ot 4
4.2 Particulars of the TVET PrOVIAE .........ooiiiie ettt e e e ettt et e e sm e e e sae e e s ne e e snneeesnneeeneeas 4
4.3 Address and Location of the TVET Provider..........ouuio it 4
4.4 Particulars of the Head of the TVET Provider ...t 5
4.5 Particulars of the Registrar or Director of StUdIes..........oociiiiiiii e 5
4.6 Category of TVET Provider Approved by the TVET CounGil ..........oociiiiiiii e 5
4.7 Assessment TaskforCe PEIrsONNEL.........c. .ottt e e e e e s et e e e e e neeeeeeaes 5
4.8 Programmes, Courses Or OCCUPALIONS .........uuuiiiiiieeie it e e e e e ss sttt e e e e e e s s sneeereeaaeeessssnnnseeeeeeeeeeaannnnes 6
4.9 Assessment ROOMS and HalIS ......o..uiiiiii e s 7
O RTAV o] ¢ lo) o L= TaTo [ =T o o] £=) (o) 41T T 7
4.11 Office, Storage and Places of CONVENIENCE .........ccocuuuiiiiiiii ettt a e e e 7
5.0 ACCREDITATION FEES AND PAYMENT ...ttt ettt ettt s e sne e stae e s staeesnseaesnteeesnseesnaeesnneens 7
6.0 DECLARATION AND SUBMISSION ......oiiiiiiiiiiiiiie ettt stee et e e stee e st e e sste e e sste e s staeesnseeesnbeeesnseeensseesnneens 7
7.0 REVIEW OF THE APPLICATION ... ..ciiiite ittt ettt ettt e st te st e s ste e e s taeestaaesnteaessteesssseesseeesnseeesnseeeanseesneens 8
8.0 INSPECTION OF THE PROPOSED ASSESSMENT CENTRE ........cooiiiiiiiieeiee e 8
9.0 DECISION ON ACCREDITATION . ...ttt ettt ee et et e e e see e e steeeateeeameeeesnaeeessaeeaneeeanneeesnseeeanseeenneens 8
10.0 TRANSFER OF APPROVED INFORMATION TO EIMS .......oiiiiiiie e 9
11.0 ADDITIONAL PROGRAMMES AND CHANGES ........ooo ittt et e et e e e e snee e e 9
12.0 CONTINUED COMPLIANCE, SUSPENSION AND REVOCATION .......ooiiiiiiiiie e 10
13.0 DATA MANAGEMENT AND SYSTEM CONTROLS ........ooiiiiiiie ettt 10
14.0 EFFECTIVE DATE AND AMENDMENT ......oiiiiiiiiiie ittt ettt et e s stee e st e e snbe e s enbeeeeraeesneee e 10
SCHEDULE 1: APPLICATION FORM ALIGNMENT MATRIX .....oiiiiiiiiiiie ettt 11
SCHEDULE 2: MINIMUM PORTAL WORKFLOW ......oooiiiiiitiie ettt ettt e sate e staa et e snne e snaeeenneas 11

Uganda Vocational and Technical Assessment Board | Page 2



UGANDA VOCATIONAL AND TECHNICAL
ﬂ ASSESSMENT BOARD (UVTAB)

U TAB ISO 9001:2015 Plot 891, Kigobe Road, Kampala B @UVTABOfficial
v General line: +(256) 392-002468 Office of the Executive Secretary: 0392-002467

UGANDA VOCATIONAL AND
TECHNICAL ASSESSMENT BOARD

1.0 INTRODUCTION

1.1 The Uganda Vocational and Technical Assessment Board, hereafter referred to as UVTAB or the Board,
was established under Section 77(2)(a) of the Technical and Vocational Education and Training Act,
2025. Section 79(1)(a) of the Act mandates UVTAB to accredit assessment centres for Technical and
Vocational Education and Training providers.

1.2 These Guidelines provide the requirements and procedures for a TVET Council-licensed provider to
apply for accreditation of a specified site as a UVTAB Assessment Centre.

1.3 The accreditation process focuses on the readiness of the proposed centre to administer UVTAB
assessments. It does not replace the registration, licensing and programme accreditation functions of
the TVET Council.

1.4 The information and evidence required under these Guidelines shall correspond to the information and
evidence requested in the approved Application for UVTAB Assessment Centre. Where UVTAB wishes
to introduce an additional requirement, the Guidelines, application form, portal and inspection checklist
shall be updated and approved together.

2.0 SCOPE, ELIGIBILITY AND INTERPRETATION
2.1 These Guidelines apply to public and private TVET providers that are registered and hold a valid licence
issued by the TVET Council.

2.2 The current digital accreditation process does not cover industry and world-of-work hubs or informal
training providers that are not licensed as TVET providers by the TVET Council. Such categories shall
be handled under separately approved requirements, application forms and inspection criteria.

2.3 An applicant shall only seek UVTAB accreditation for a programme, course or occupation that is
recorded as accredited for that provider by the TVET Council.

2.4 In these Guidelines, unless the context otherwise requires:

(a) "Accreditation portal" means the dedicated online platform at accreditation.uvtab.go.ug through
which applications, reviews, inspections and accreditation records are managed.

(b) "Applicant” means a TVET Council-licensed provider applying for accreditation of a proposed
UVTAB Assessment Centre.

(c) "Assessment centre" means a specific physical site approved by UVTAB to conduct assessments
for the programmes or occupations stated in the accreditation decision.

(d) "Assessment taskforce” means the personnel designated by the applicant to coordinate and
support assessment activities at the proposed centre.

(e) "Council" or "TVET Council" means the Technical and Vocational Education and Training Council
established under Section 4 of the Technical and Vocational Education and Training Act, 2025.

(f) "EIMS" means the separate UVTAB examinations and assessment information management
system available at eims.uvtab.go.ug.

(g) "Programme" includes a programme, course or occupation accredited by the TVET Council and
selected for UVTAB assessment centre accreditation.
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3.0 ACCESS TO THE DIGITAL ACCREDITATION SERVICE
3.1 A TVET provider seeking accreditation as a UVTAB Assessment Centre shall apply electronically
through the accreditation portal at accreditation.uvtab.go.ug.

3.2 The main UVTAB website at www.uvtab.go.ug shall provide an Accreditation item under the Services
menu. Selecting that item shall redirect the applicant to the accreditation portal.

3.3 The accreditation guidelines, application requirements and relevant notices shall be publicly accessible
on the accreditation portal before an applicant creates an account.

3.4 Before proceeding with account creation or starting an application, the applicant shall confirm
electronically that the guidelines have been read and understood.

3.5 At account creation, the applicant shall enter the institution licence number issued by the TVET Council.
The portal shall use the licence number to retrieve the preloaded institution name, licence details and
programmes or occupations accredited by the TVET Council.

3.6 Where the licence number is not found, has expired, is inactive or displays information that the applicant
believes is incorrect, the applicant shall use the correction or support process provided in the portal.
The applicant shall not create an unverified institution record or alter authoritative TVET Council data
directly.

3.7 The applicant shall create an institutional account using an authorised official email address and
telephone contact. UVTAB may require additional verification before the account is activated or linked
to the institution record.

4.0 APPLICATION INFORMATION AND REQUIREMENTS

4.1 The applicant shall complete all mandatory fields and provide all required supporting documents
indicated in the accreditation portal. Fields marked as optional may be completed where the information
is available or relevant to the application. Where a field is conditionally required based on the
applicant’s responses, selected programmes, facilities or circumstances, the applicant shall provide the
required information before submission. The portal shall clearly identify mandatory, optional and
conditionally required fields. The applicant shall submit the information and evidence set out in Clauses
4.2t04.11.

4.1.1 The classification of a field as mandatory, optional or conditionally required shall be determined by the
approved application requirements configured in the accreditation portal. An optional field shall not
prevent an applicant from saving or submitting an otherwise complete application.

4.2 Particulars of the TVET Provider

(a) Name of the TVET provider, as recorded by the TVET Council.
(b) TVET Council licence number.

(c) Date o/f issue and date of expiry of the licence.

(d) Copy of the registration certificate.

4.3 Address and Location of the TVET Provider
(a) District.
(b) County.
(c) Sub-county, division or town council.
(d) Parish or ward.
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(e) Village or cell.

(f) P.O. Box number.

(g) Official telephone contacts.

(h) Official email address.

(i) Website.

(j) GPS coordinates of the proposed assessment centre site.

4.4 Particulars of the Head of the TVET Provider
(a) Full name.
(b) Place of residence.
(c) Telephone number.
(d) Email address.
(e) P.O. Box number.
(f) Qualifications.
(g) Duration or term of the employment contract.
(h) Curriculum Vitae and copies of academic and professional certificates.

4.5 Particulars of the Registrar or Director of Studies
(a) Full name.
(b) Place of residence.
(c) Telephone number.
(d) Email address.
(e) P.O. Box number.
(f) Qualifications.

4.6 Category of TVET Provider Approved by the TVET Council

¢ shall confirm the applicable category from the following categories reflected in the application form:

(a) Skills Development Centre or work-based provider.
(b) Vocational Training Institute.
(c) Technical College.

4.6.2 The selected category shall be consistent with the verified TVET Council record. Any discrepancy shall

be referred for correction before the application is submitted.

4.7 Assessment Taskforce Personnel

4.7.1 The applicant shall provide the names of three personnel who will be responsible for coordinating

assessment activities at the proposed centre.

4.7.2 The assessment taskforce requirement replaces a general request for details of all trainers because
UVTAB accreditation under these Guidelines is focused on assessment centre readiness and

assessment administration.

Uganda Vocational and Technical Assessment Board | Page 5



UGANDA VOCATIONAL AND TECHNICAL
ASSESSMENT BOARD (UVTAB)

UVTAB [SO 9001:2015 Plot 891, Kigobe Road, Kampala B @UVTABOfficial
General line: +(256) 392-002468 Office of the Executive Secretary: 0392-002467

UGANDA VOCATIONAL AND
TECHNICAL ASSESSMENT BOARD

4.8 Programmes, Courses or Occupations

4.8.1 The applicant shall select from the preloaded list the programmes, courses or occupations for which
the provider is accredited by the TVET Council and for which UVTAB assessment centre accreditation
is sought.

4.8.2 For each selected programme, course or occupation, the applicant shall provide:
(a) Name of the programme, course or occupation.
(b) Training duration.
(c) Current trainee enrolment.

4.8.3 The portal shall not permit the applicant to add a programme, course or occupation that is not
contained in the verified TVET Council dataset for that provider.

Uganda Vocational and Technical Assessment Board | Page 6



UGANDA VOCATIONAL AND TECHNICAL
ASSESSMENT BOARD (UVTAB)

UVTAB [SO 9001:2015 Plot 891, Kigobe Road, Kampala B @UVTABOfficial
General line: +(256) 392-002468 Office of the Executive Secretary: 0392-002467

UGANDA VOCATIONAL AND
TECHNICAL ASSESSMENT BOARD

4.9 Assessment Rooms and Halls
4.9.1 For each assessment room or hall, the applicant shall provide:
(a) Name or description of the assessment room or hall.
(b) Dimensions in square metres.
(c) Basic facilities available in the room or hall.
(d) Capacity in number of trainees.

4.10 Workshops and Laboratories

4.10.1 For each workshop or laboratory relevant to the programmes for which accreditation is sought, the
applicant shall provide:

(a) Name of the workshop or laboratory.
(b) Dimensions in metres.
(c) Total number of tools and equipment available in the workshop or laboratory.

4.11 Office, Storage and Places of Convenience

(a) A description of the available office accommodation.

(b) A description of the available space for temporary storage of assessment materials or
examinations.

(c) The location and proximity of washrooms or toilets to the assessment hall. The application form
requires the washroom or toilet to be located approximately ten to fifteen metres from the
assessment hall.

5.0 ACCREDITATION FEES AND PAYMENT

5.1 An applicant shall pay the accreditation fee prescribed by the Board and communicated through an
official circular or notice. Note: Payment reference should be in the names of the TVET Provider.

5.2 The accreditation portal shall display the applicable payment instructions and shall capture the payment
reference or proof required by the Board.

5.3 An application shall not proceed to final review until the prescribed fee has been verified, unless the
Board has approved an exemption or alternative arrangement.

6.0 DECLARATION AND SUBMISSION

6.1 The application shall be declared and submitted by the Principal, Chief Trainer, Head Trainer or another
officer formally authorised by the TVET provider and accepted by UVTAB.

6.2 The declaration shall include the full name, designation, date and official institutional confirmation of the
authorised officer.

6.3 By submitting the application, the authorised officer confirms that the information provided is true and
correct and authorises UVTAB to verify the submitted information and inspect the proposed
assessment centre.

6.4 Upon successful submission, the portal shall generate an application reference number and electronic
acknowledgement.
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7.0 REVIEW OF THE APPLICATION
7.1 UVTAB shall review the application to confirm that:

(a) The applicant is a TVET Council-licensed provider eligible under these Guidelines.

(b) The institution name, licence details, provider category and selected programmes correspond to
the verified TVET Council dataset.

(c) All mandatory fields and conditionally required fields applicable to the application have been
completed, and all required supporting documents have been provided.

(d) The prescribed accreditation fee has been verified.
(e) The information provided is sufficient to proceed to inspection.

7.2 Where an application is incomplete or contains a correctable inconsistency, UVTAB may return it
through the portal with comments and a deadline for correction.

7.3 An application may be rejected where the applicant is ineligible, provides false or materially misleading
information, fails to pay the prescribed fee, or fails to correct identified deficiencies within the period
communicated by UVTAB.

8.0 INSPECTION OF THE PROPOSED ASSESSMENT CENTRE
8.1 Where the application passes desk review, UVTAB shall inspect the proposed assessment centre to
verify the information submitted and determine its readiness to conduct assessments.

8.2 The inspection shall be based on the same information and criteria contained in the application form and
these Guidelines, including:

(a) Identity, licensing and location of the provider.

(b) Head of provider and Registrar or Director of Studies details relevant to assessment
administration.

(c) Assessment taskforce personnel.

(d) Programmes, courses or occupations and corresponding trainee enrolment.

(e) Assessment rooms and halls, including dimensions, basic facilities and capacity.
(f) Workshops and laboratories, including dimensions, tools and equipment.

(g) Office accommodation and temporary storage for assessment materials.

(h) Proximity and suitability of washrooms or toilets serving the assessment area.

8.3 The Board shall determine the composition of the inspection team in accordance with the applicable law,
internal procedures and the programmes or occupations for which accreditation is sought.

8.4 The applicant shall receive reasonable notice of the inspection date. The notice period may be specified
in the relevant circular or inspection schedule.

8.5 Where correctable non-compliance is identified, UVTAB may require the applicant to submit corrective
evidence or undergo a further inspection, subject to any applicable fees and conditions communicated
by the Board.

9.0 DECISION ON ACCREDITATION

9.1 The Board shall consider the application, supporting documents, payment verification, inspection report
and any corrective evidence before making a decision.
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9.2 Where the Board is satisfied that the proposed assessment centre has met the approved requirements,
it shall:

(a) Accredit the specified site as a UVTAB Assessment Centre for the approved programmes,
courses or occupations.

(b) Issue an assessment centre number and accreditation certificate or other formal accreditation
instrument.

(c) Communicate the decision to the applicant through the accreditation portal and any other
approved communication channel.

9.3 Where the application is not approved, UVTAB shall communicate the reasons for non-accreditation and
the areas requiring improvement.

9.4 An applicant that is not accredited may reapply after addressing the identified deficiencies and meeting
any applicable reapplication requirements.

10.0 TRANSFER OF APPROVED INFORMATION TO EIMS
10.1 The accreditation portal and EIMS are separate systems. The accreditation portal shall remain the
system used to manage applications, inspections, decisions and accreditation records.

10.2 After accreditation, UVTAB may transfer or synchronise the approved assessment centre information to
EIMS to enable operational assessment activities.

10.3 The information transferred to EIMS may include:
(a) Institution licence number and institution name.
(b) UVTAB assessment centre number.
(c) Approved assessment centre site and contact details.
(d) Approved programmes, courses or occupations.
(e) Accreditation status and any approved validity dates.
(f) Authorised operational contact details required for EIMS access.

10.4 Candidate registration, assessment entries, assessment administration, results and related operational
activities shall be managed in EIMS after the centre has been activated.

11.0 ADDITIONAL PROGRAMMES AND CHANGES

11.1 A UVTAB Assessment Centre shall only conduct assessments for the programmes, courses or
occupations approved in its accreditation record.

11.2 Where a centre seeks approval for an additional programme, course or occupation, the item must first
appear as accredited for the provider in the verified TVET Council dataset.

11.3 The centre shall submit the additional programme request through the accreditation portal and provide
the programme-specific facility and enrolment information required by UVTAB.

11.4 Changes to the institution name, licence status, physical site, head of provider, Registrar or Director of
Studies, assessment taskforce, contact details or facilities shall be reported to UVTAB through the
approved digital process.

11.5 A change of physical assessment site shall not automatically transfer the accreditation to the new site.
UVTAB may require a new application or inspection.

Uganda Vocational and Technical Assessment Board | Page 9



UGANDA VOCATIONAL AND TECHNICAL
ﬂ ASSESSMENT BOARD (UVTAB)

U TAB ISO 9001:2015 Plot 891, Kigobe Road, Kampala B @UVTABOfficial
v General line: +(256) 392-002468 Office of the Executive Secretary: 0392-002467

UGANDA VOCATIONAL AND
TECHNICAL ASSESSMENT BOARD

12.0 CONTINUED COMPLIANCE, SUSPENSION AND REVOCATION

12.1 An accredited centre shall maintain the information, personnel, facilities and programme approvals on
which accreditation was based.

12.2 The Board may suspend or revoke accreditation where:

(@) The underlying TVET Council licence is suspended, cancelled, revoked or expires without
renewal.

(b) The centre conducts assessments at an unapproved site or for an unapproved programme,
course or occupation.

(c) Material information submitted during accreditation is found to be false or misleading.

(d) The centre no longer maintains suitable assessment rooms, workshops, laboratories, tools,
equipment, office or storage arrangements required for the approved programmes.

(e) The centre engages in serious assessment malpractice or breaches applicable assessment rules.
(f) The centre obstructs inspection, verification or lawful oversight by UVTAB.

12.3 Before suspension or revocation, UVTAB shall follow the applicable law and approved procedures,
including communication of the grounds and an opportunity for the centre to respond, except where
immediate action is necessary to protect the integrity or safety of an assessment.

12.4 A suspension, revocation, expiry or reinstatement recorded in the accreditation portal shall be
communicated or synchronised to EIMS to prevent unauthorised assessment operations.

13.0 DATA MANAGEMENT AND SYSTEM CONTROLS

13.1 The TVET Council verified dataset shall be treated as the authoritative source for institution licence
numbers, institution names, licence status, provider category and accredited programmes or
occupations used during application.

13.2 The accreditation portal shall be treated as the authoritative UVTAB record for application information,
supporting documents, inspection findings, accreditation decisions, centre numbers and accreditation
status.

13.3 Access to applicant and accreditation information shall be limited to authorised users according to their
assigned roles.

13.4 The portal shall maintain an audit record of account creation, application submission, changes, review
actions, inspection findings and decisions.

13.5 Applicants shall be responsible for maintaining accurate authorised contacts and protecting their login
credentials.
14.0 EFFECTIVE DATE AND AMENDMENT

14.1 These Guidelines shall take effect on the date approved by the competent authority of UVTAB.

14.2 The Board may amend these Guidelines in accordance with the applicable law and approved internal
procedures.

14.3 Any amendment that changes the information or evidence required from applicants shall be reflected
consistently in the application form, accreditation portal and inspection checklist before implementation.
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SCHEDULE 1: APPLICATION FORM ALIGNMENT MATRIX

The following matrix confirms the information and evidence required by the Guidelines and the corresponding
section of the current application form.

Form section Subject Information collected Evidence or verification

1 Particulars of TVET provider Institution name, TVET Council licence number, Registration certificate and
issue date and expiry date valid TVET Council licence

2 Address of TVET provider Administrative address, P.O. Box, official contacts, No separate attachment
email, website and GPS coordinates specified

3 Head of TVET provider Name, residence, contacts, P.O. Box, qualifications | Curriculum Vitae and
and contract term academic and professional

certificates
4 Registrar or Director of Name, residence, contacts, P.O. Box and No separate attachment
Studies qualifications specified

5 Provider category Skills Development Centre or work-based; Verified against TVET Council
Vocational Training Institute; Technical College data

6 Assessment taskforce Names of three personnel responsible for No separate attachment
assessment specified

7 Programmes accredited by Programme, course or occupation; training Selected from verified TVET

TVET Council duration; trainee enrolment Council data

8(a) Assessment rooms and halls Room details, dimensions, basic facilities and Verified during inspection
capacity

8(b) Workshops and laboratories Name, dimensions, tools and equipment Verified during inspection

8(c) Office and storage facilities Office accommodation and temporary storage of Verified during inspection
assessment materials

8(d) Places of convenience Location and proximity of washrooms or toilets to Verified during inspection
assessment hall

Declaration Applicant declaration Full name, designation, date and institutional Submitted by authorised
confirmation officer

SCHEDULE 2: MINIMUM PORTAL WORKFLOW

Step Stage Required action

1 Open accreditation service Applicant selects Accreditation under Services on
www.uvtab.go.ug or visits accreditation.uvtab.go.ug directly.

2 Read guidelines Guidelines and requirements are visible before account creation.

3 Confirm understanding Applicant confirms that the guidelines have been read and
understood.

4 Verify institution Applicant enters the TVET Council licence number and the portal

retrieves verified institution and programme data.

5 Create or access account Authorised applicant creates an institutional account or signs in.
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Step Stage Required action ‘

6 Complete application The applicant completes all mandatory and applicable
conditionally required fields in the online application and uploads
the required supporting documents. Optional fields may be
completed where relevant or where the requested information is
available.

7 Payment Applicant follows the prescribed payment instructions and
provides the required payment reference or proof.

8 Declaration and submission Authorised officer confirms the declaration and submits the
application.

9 Desk review UVTAB reviews eligibility, completeness and consistency.

10 Inspection UVTAB verifies the application information at the proposed
assessment centre.

11 Decision UVTAB approves or does not approve the application and
communicates the reasons where applicable.

12 EIMS handover Approved centre details are transferred or synchronised to EIMS

for operational assessment activities.
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