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1. Object and scope of application 

This document aims to offer an overview of the systems implemented by the 
Andalusian Agency for Healthcare Quality (henceforth, the Agency) in order to 
carry out the certification of competencies. It covers the entire process from the 
application phase to the final granting of the corresponding certificate, its 
maintenance and renewal as it is set out by the Certification of Competencies 
Programmes. 

Said certification process is now carried out by the Agency, using the Quality 
Policy and recorded procedures in which the certifying body is based. 

Certification deals with a clear, precise and unambiguous description of the 
certified activities, so that specific information about that scope both to the 
entity’s customer and to other interested parts is provided. 

Two different processes are identified within the certification of competencies 
framework: Certification of Professional Competencies and Certification of 
Specific Competencies for Advanced Interventions. 

In accordance with the Certification of Competencies Programme, certification 
could be requested by health professionals whose scope of action or position 
have a specific manual of competencies available and who are actively 
performing the duties in which the requested competencies to be certified are 
developed. Professionals must have been in the same position during at least six 
uninterrupted months. Requirements to access to the Certification of 
Competencies Process will vary depending on the professionals who work within 
the Andalusian Public Health System (APHS) or within other health systems, 
including public and private ones. 

 

There are two different ways of access to the Certification of Specific 
Competencies for Advanced Interventions from health professionals belonging 
to the APHS: 

1. Via advanced Interventions that need a prior temporary authorization 
issued by the Directorate-General for Research and Knowledge 
Management. They certify professionals have participated in the 
professional training programme that makes possible them to obtain the 
corresponding provisional professional authorization. For example: 
Recorded Monitoring of the Individualized Pharmacological Treatment in 
Patients with cardiovascular risk or Recorded monitoring of the 
Individualized Pharmacological Treatment in Patients with diabetes, etc.  
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2. Via advanced interventions that do NOT need a temporary authorization 
but require a work certificate which indicates that professionals carry out 
the duties corresponding to the Advanced Intervention they are to certify. 
For example: Perfusionist Nurses, Transplant Coordinator Doctor, etc. 

 

2. Reference documentation 

• Quality Policy of the Agency 

• Quality Manual of the Agency 

• Quality Systems Procedures of the Agency 

• Certification fees of the Agency 

• Professional Competencies Manuals, available online on the Andalusian 
Agency for Healthcare Quality Website 

• Specific Competencies for Advance Interventions Manuals, available online 
on the Andalusian Agency for Healthcare Quality Website. 

 

3. Definitions 

This document includes the following definitions: 

a) Audit: systematic and recorded verification process to determine whether 
the clinical and healthcare records correspond with the information 
incorporated by professionals in their project of certification. 

b) Assessment Committee: group of specific health professionals for each 
scope of action, made up of external and/or internal surveyors who 
participate in a concrete assessment call and who are coordinated by an 
internal surveyor. 

c) Revision Committee: group of specific health professionals for each scope 
of action, made up of external and/or surveyors who participate in the 
assessment of the evidences requested for revision by a professional in a 
certain assessment call. They are coordinated by an internal surveyor who 
has not taken part in the Assessment Committee which assessed such 
evidences the first time. 

d) Assessment Call Coordinator: surveyor in charge of designating an 
Assessment Committee in the professional scope of actions that meet in 
an Assessment Call, as well as to manage the procedure that allows the 
publication of said call in time and in the agreed way. 

e) Assessment Coordinator: surveyor in charge of coordinating the 
Assessment Committees of each call. 
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f) Coordinator of Competence Manual: surveyor in charge of coordinating 
groups of professionals, experts in a specific professional field to draw up, 
to update and to maintain a competence manual. 

g) External surveyor: health professional, expert in his/her scope of action 
which is or have been a member of an Agency’s Technical Advisory 
Committee (TAC) and/or that have certified his/her professional 
competencies with the ACSA’s Certification Programme. 

h) Internal surveyor: agency’s professional, qualified to assess 
competencies. 

i) Essential evidence: evidence included in the competence manuals which 
assessment must be obligatory positive to reach certification at any level 
of the Professional Competencies Certification Programme. 

j) Attention to the Professional Office (APO): group of professionals that 
provide administrative support to every activity belonging to the 
Competencies Certification Project. 

k) Tutor-guide: agency’s professional that goes together with the applicants 
during their certification process. They give advice, support and solve the 
applicants’ possible doubts 

 

 

4. The overall system for certifying competencies 

The Agency establishes a system for certifying competencies based on this 
document and on the reference documentation set out on section 2. 

The main objective of this system is to certificate professional competencies that 
meet the criteria set out on section 1. 

The Agency has enough infrastructures to ensure every required process to 
certify such services. This includes material means and human assets properly 
qualified to make technical decisions about such processes. These processes 
result in granting or denying to a certain professional the certificate of 
compliance with the quality requirements established in the manual of 
competencies. 
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5. General process of the certification of competencies 

The process for granting a certificate of competencies to professionals is made 
up of the following phases: 

 

5.1. Application for certification 

Any health professional who has a well defined manual of competencies available 
for his/her scope of action may apply for certification as is set up in Section 5 of 
Decree 18/2007 January 23 to regulate the system for certifying the professional 
competency level of health professionals belonging to the APHS. To do so, the 
following document must be available: 

• Corresponding manual of competencies to the scope of action, position or 
professional group. 

• Certification of competencies general document. 

 

The professional that would like to apply for certification must communicate to 
the Agency his/her wish to begin the certification process by filling the 
Application Form available on ACSA website. It includes: 

a) An autorised representative from the applicant workplace certifies that the 
professional meets the requirements to begin the certification process, in 
accordance with the Competencies Certification Programme. 

b) The professional completes a formal request which must include all the 
necessary documentation to begin the certification process; the 
application will be considered formally submitted only if it includes all the 
required information. 

c) The professional is committed to meet the certification requirements and 
to respect the certification process. 

d) The Agency implies that the applicants for certification meet all the legal 
requirements established to develop the activity which competence is to be 
certified. If at any moment of the certification process, such requirements 
are not met, the Agency will paralyse the process until the applicants 
provide the evidences of the optimal resolution of the breach or detected 
problem. 

 

The Agency ensures the complete confidentiality of its professionals and of their 
processes, as well as the compliance with Spanish Law 15/1999 on information 
privacy and the regulation it involves. 
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5.2. Application processing 

Once the Agency receives the application form signed by the interested 
professional, as well as all the documentation required, is the turn for the 
validation phase. The Agency may request any clarification or supplementary 
disclosure if needed. 

The Agency will send to the applicant the Letter of Credentials for accessing to 
the online certification process if all the established requirements are met. 

In addition to applicant’s personal password, a Tutor-guide is designated to each 
professional in order to go together with him/her and to help them resolving 
doubts that could come out during the certification process. 

 

5.3. Self-assessment 

It essentially consists on the compilation and provision of evidences by the 
professional. These evidences come from their actual and daily work in a certain 
position (according to the corresponding manual of competencies) and display 
the good practices of their professional performance, allowing them to prove a 
certain competence level: the one they have previously or the one they have 
achieved during the certification process. 

Professionals are responsible for their provided evidences’ content, both the 
truthfulness and adequacy to the requirements (in shape and content) that must 
be met in each case. Therefore, professionals must check if their proofs 
correspond to what is required in each evidence. 

Every proof provided during the self-assessment phase must correspond with the 
performance of a certain position. That is why any modification in the 
professionals’ occupational status will lead on paralysing the certification 
process until the Agency obtains the necessary information thereon. 

Professionals have the computer application Me_jora P available in a permanent 
and dynamic way during the whole process as part of the support to the 
Competencies Certification Process. 

Self-assessment is flexible, it has not got defined deadlines to culminate the 
process, so professionals are the ones who decide (according to their situation or 
preferences) when to start, time division, when to close their own self-
assessment, the rhythm and moment to provide and select the proofs (based on 
their manual of competencies’ content). However, the provided proofs validity is 
specifically defined in each evidence and proof of the corresponding manual of 
competencies, so each professional must have into account the validation 
period. 
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Professionals decide when to finish the self-assessment phase, so that date may 
not be the same as the external assessment ones, which are convened by the 
Agency (see section 5.4 of this document). In that case, the project will be 
incorporated to the first assessment call that takes place after the end of their 
self-assessment. 

Professionals must click on ‘Finalise Self-assessment’ once the process comes to 
its end, after which, the computer application will request for a confirmation. 
Once the self-assessment phase is completed, professionals will not be able to 
modify what have been provided until that moment. 

Applicants must have closed their self-assessment phase reaching a number of 
evidences enough to opt to a certain level of certification. 

Once the self-assessment is closed, the provision of evidences process for the 
corresponding certification project is completed. Therefore, the closure of the 
self-assessment is irreversible and will not be revert under no circumstances. 

 

5.4. Assessment 

It is carried out during the previous phase. The Agency will carry out the 
assessment of the project to be certified, which involves an analysis of the 
provided evidences during the self-assessment phase that allow reaching a 
certain level of certification: Advanced, Expert or Excellent. 

The Agency will not have into account no evidence or supplementary 
documentation provided outside the corresponding certification process under 
no circumstances. Hence, if professionals want to modify, substitute or 
incorporate any proof once the self-assessment is finished, they could only do it 
by reopening the project after issuing the Results Report. With this action a new 
Self-assessment Phase is initiated, which proofs will be assessed in the call that 
follows the finalisation of said phase. 

The Assessment phase begins at the same time as the publication of calls for 
assessment by the Agency and which are available in each professional 
certification project, section ‘Calendar’. 

Professionals must complete their self-assessment before 23.50 h. of the day 
when the call for assessment begins in order to include the project in the 
assessment call. In case the self-assessment is completed after that call, the 
project will be included in the following call. 

Groups or committees of surveyors for each scope of action and made up of 
external and/or internal surveyors will be established in order to assess the 
proofs provided by the professionals who complete their self-assessment before 
the corresponding call for assessment date. 

In reference to the situation of those professionals that do not achieve the 
certification because of not meeting the ‘Essential’ evidences once the 
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assessment of the proofs is finished, 15 days beginning when their Tutor-guide 
reopens the self-assessment will be available to professionals to provide or 
modify only those proofs in the ‘Essential’ Group that have been negatively 
assessed. 

After the evidences assessment, the Agency elaborates and publishes a Result 
Report with the percentage of met evidences reached after the assessment, as 
well as the obtained level of certification. This report will be send to 
professionals via ‘Me_jora P’. 

These results are provisional and depend on the verification of the proofs 
provided by professionals during their self-assessment. The Agency may carry 
out this verification at any moment of the process by performing audits. 

The Audit is the process by which the Agency determines if the professionals’ 
records, as evidence of the performed interventions, correspond to what is 
recorded in said proofs. Audits are carried out on the records provided by the 
applicants during the certification process, in the different documentation 
support they use in their daily work (health records, etc.) 

The audit procedure determines the truthfulness or not of the evidences provided 
by professionals, once the Agency verifies that the performance of said 
professionals are supposed to have been done is recorded in the health records 
or in the corresponding documentation record. 

Once the audit of a certification project is completed, the result will make the 
assessment’s result conclusive (until that moment they were provisional). This 
could lead in a modification of the first certification results or even the lost of 
said certification if the truthfulness of what is recorded in the corresponding 
evidences can not be verified. 

Professionals could request a Review of the Result Report of the assessment 
process as set out in Section 8 of Decree 18/2007 January 23 to regulate the 
certification system of the level of the APHS health professionals’ competencies. 
If professionals want to, they can request the revision of those evidences whose 
assessment do not agree, within 30 calendar days from issuing the Results 
Report and always before beginning a new self-assessment process. This petition 
for Review must be done in writing via the Communication Area of the project. 
The Agency will anticipate a Review Committee made up of surveyors that have 
not participated in the assessment process which proofs are to be reviewed. The 
review will be carried out on the same proofs provided during the self-
assessment and assessed in a first assessment, so new documentation that may 
modify the already provided proofs will not be accepted. 

Subsequently, the Agency sends to the professionals the corresponding 
Certification of the assessment’s result in order them to request the 
formalisation of their Accreditation as set out in decree 18/2007 January 23 of 
the Andalusian Ministry of Health. 
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5.5. Validity of the certificate 

The Agency issues a certificate which include, among other data, the name of the 
certified professionals, the corresponding manual of competencies, date of 
certification, logo from the certifying body (the Agency) and the level of 
compliance achieved by the them (Advance, Expert or Excellent, in case of 
Professional Competencies Certification Programme or Accredit result; 
Certification of Specific Competencies for Advanced Interventions). 

Once the Certificate is issued and as set out in Decree 18/2007 January 23 
which regulates the certification system of the APHS health professionals’ 
competencies, professionals have the option of requesting to the competent 
body (Directorate General for Research and Knowledge Management) the 
formalisation of their certification and obtain the final accreditation certificate, 
valid for a maximum of 5 years. 

 

6. Certificate renewal 

Professionals who wish to, will be able to continue and/or to start over their 
certification process in order to improve the content of the provided proofs, to 
update them or the Certificate and to reach a higher level of recognition. In any 
case, they will maintain that proofs positively assessed during the previous call 
and which are still valid. Proofs provided during the previous process and 
positively assessed will not be able to be modified. 

Once professionals decide to continue with their processes, this is considered 
the beginning of a different project, identifying this new project with a new code: 
professionals must re-accept terms and conditions established by the Agency, 
which is committed to maintain data confidentiality and to guarantee that no 
change in the professionals’ position that could prevent from continuing with 
their certification process have happened. 

In the event of professionals to have changed their position, what may lead to a 
change in the corresponding manual of competencies, professionals must start 
over their processes using the corresponding manual to the new position. 

The application procedure will be the same, both if professionals request for 
certification in order to obtain a higher recognition level and if professionals 
request for the renewal because of the recognition’s expiration. For that purpose, 
professionals must click on the corresponding link on the main page of the 
project in ME_jora P. 
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7. Withdrawal of the Certificate 

As set out in Decree 18/2007 January 23 the certification will be cancelled in the 
event that the professional is suspended from his/her duties in a sanctioning 
procedure as a result of their professional performance or if they are disqualified 
from exercise by final judgment. 

The withdrawal of the Certificate will be communicated to the Directorate 
General for Research and Knowledge Management of the Andalusian Ministry of 
Health in order to take appropriate action on the Resolution of Accreditation that 
was issued. 

Similarly, the withdrawal of the certification will be imposed once it is certain 
that it has been issued based on information or circumstances that do not 
correspond to the truth. 

 

8. Records 

The Agency has a ‘Record of Certified Professionals’ that includes the following 
information: 

• Code of the Project 

• Professional 

• Province 

• Process 

• Phase 

• Tutor-guide 

• Date of credentials 

• Percentage of evidences provided during the self-assessment 

• Percentage of evidences that meet the assessment 

• Achieved level 

• Date of certificate acquisition 

• Date of certificate validity 

These Records are in the application ME_jora P and they are automatically 
updated. 

Additionally, the Agency publishes the updated status of the Certification of 
Competencies, according to the manual of competencies and province that are 
available on the Agency’s Website. 
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9. Commitments 

9.1. General responsibilites 

The Agency commits to provide certification services with the qualified personnel 
and technical means needed according to its management procedures and the 
rest of documentation referenced on Section 2 of this document. 

Applicants take responsibility of communicating to the Agency any significant 
change in their professionals’ position that may affect the Certification Process. 

The Spanish Organic Law 15/1999 December 13 regulates the fundamental 
right of Personal Data Protection (Protección de Datos de Carácter Personal – 
LOPD) and aims to guarantee and protect, as far as personal data is concerned, 
civil liberties and persons’ fundamental rights, especially their honor and 
personal/ family privacy. 

In this sense, applicants commit to protect this right, and so, to guarantee law 
and its regulation enforcement. 

The certification of competencies is a voluntary process whereby professionals 
review and think about their own professional performances. The certification 
project is only available for the professionals that, having accepted terms and 
conditions, are committed to comply with data protection legislation, to 
guarantee the confidentiality of the information contained, to not communicate 
neither to disclose their access code here and to safeguard data protection of 
those patients who professionals have performed actions, providing evidences to 
their professional performances. As set out in the ninth instruction from 
resolution 111/2003 of the Andalusian Health System, names, addresses, 
telephone numbers and other identifying data will not be included. 

 

9.2. Independence 

The Agency will develop appropriate actions to guarantee their impartiality and 
independence during the certification process. To do so, the Agency will avoid 
using surveyors who have had, or have, any kind of personal or professional bond 
with the applicant what could affect the objectivity of their decisions. 

 

9.3. Truthfulness of the information 

Applicants are committed to provide all the documentation and information 
required by the Agency and related to the requested field of certification during 
the Certification Process. 

Applicants take responsibility for guaranteeing the authenticity of the provided 
information during their process. 
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9.4. Material means 

Directorate of the professionals’ workplace will facilitate the professionals 
member of the Agency (dully accredited), physical dependences (dispatch/room) 
and necessary means to make the records associated to the Certification 
Process available for auditioning if necessary (carrying out Audits). 

 

9.5. Contents and programme’s tools ownership 

Using the computer application ME_jora P, as well as the content gathered 
through it (evidences, functions, reports, etc.) are exclusively available to the 
applicant during certification processes. That is why this content will not be 
available for third-party usage, neither to be public disseminated without the 
prior authorization from the Agency, as owner of the rights of said contents. 

 

9.6. Custody of documents 

The Agency takes responsibility for guarding the documents provided by the 
applicants during the Certification Process, protecting them from being accessed 
by un-authorized third-parties. Likewise, the Agency commits to destroy 
documents once it is considered they are not necessary to document the 
Certification Process, following what the law sets out in each moment related to 
data protection 

 

9.7. Exemption from liability 

Reports issued by the Agency regarding the compliance with evidences refer to 
the applicants’ situation at the time of their issuance or assessment and are 
always based on the information provided by applicants. Thus, the Agency is 
exempted from liability derived from the effects, caused by any modification with 
respect to the analysed situation, may have on third parties. 
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10. Confidentiality 

The Agency will use all the professionals’ information, documentation and data 
available during the licensing processes, maintaining or renewing the certificate 
due to the exclusive purposes of the certification covered in this document. The 
Agency will handle these information, documentation and data in a strictly 
confidential manner. 

The information to be provided by the Agency to the Directorate General for 
Research and Knowledge Management in accordance with what is planned in the 
Resolución de la Dirección General de Organización de Procesos y Formación 
(Resolution of the Directorate General for Processes Organisation and Training) 
July 25, 2003 (BOJA no. 153 August 11, 2003) whereby a certifying body from 
the Accreditation System is designated, is exempted from the above obligation. 
The information required by the competent bodies from the Andalusian Health 
Service and the Andalusian Ministry of Health and the one derived by the third-
party billing of the applicant certification process are also excepted. 

Likewise, the Agency guarantees that all its professionals have acquired a 
confidentiality commitment through the adhesion of its ethical code. 

Data will be included in a personal data automated file that has been properly 
registered in the Data Protection Agency. 

Following what it is set out in the Spanish Organic Law 15/1999 December 13, 
Personal Data Protection (Protección de Datos de Carácter Personal): 

• The entity in charge of this file is the Fundación Pública Andaluza Progreso 
y Salud, which supports the Andalusian Agency for Healthcare Quality. 
Corporate address: Avda. Américo Vespucio, 5, Block 2, 2nd Floor, 41092 
– Sevilla. 

• The Fundación Pública Andaluza guarantees the users’ data 
confidentiality. In addition to the minimum established by legislation, the 
gathering and processing of data are carried out under security levels that 
avoid lost or data manipulation. 

 

Access, objection, rectification and cancelling rights 

As disposed in the current legislation, every ACSA user has access, rectification, 
cancelling and objection rights to their data. To make use of these rights, users 
can make contact via regular mail at: Fundación Pública Andaluza Progreso y 
Salud, Avda. Amério Vespuscio, 5, block 2, 2nd Floor, 41092 – Sevilla or by 
email at lopd.fps@juntadeandalucia.es. 
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11. Terms of payment 

The agency will employ rates related to the concession and renewal of the 
certificates, annually approved in the prevailing rates document. 

 

 

12. Modifications 

Any modification of this document will involve its new edition and will be handled 
as set out in the corresponding procedures to keep the documentation under 
control. The corresponding copies will be sent to all the users affected and the 
old and obsolete copies will be withdrawn. 

Moreover, modifications will be mentioned on the Agency Website in order to 
inform all the interested parts, that the new version will be available when they 
do a formal application.   
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