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Geographical, geological, hidrological and demographic conditions lead 

Indonesia to be one of the disaster – prone countries with the fairly high 

frequency, so that it can be called as  a disaster laboratory state. Various 

kind of disaster, among others as result of tsunamis, eartquakes, land 

slide, forest fires, floods require human resources that have knowledge, 

abilities and competence in handling those disasters appropriate their 

respective professions. 

Based on above description, Professional Certification Agency for 

Disaster Management (PCA DM/LSP PB) feels that it is necessary to 

compile “ General Guideline for Disaster Management Professional 

Certification”.  

It refers to the Indonesian National Competence Standard for Disaster 

Management (INCS DM/SKKNI PB) Sector and the provision from 

National Agency for Profession Certification (NAPC/BNSP) as a general 

guideline in the assessment of disaster management. 

General Guideline for Disaster Management Professional Certification 

are compiled as an effort to provide understanding, knowledge and 

clarity of the assessment process for potential participant of trials who 

will be joining the assessment in the field of disaster management for 

operators, technician/analysis and experts. These Guideline will 

continuously be refined in accordance with the improvement on the 
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existing Indonesian National Competence Sandard for Disaster 

Management (INCS DM/SKKNI PB). 

With these guideline, it is expected to provide easiness for certification 

applicant to obtain a competence certificate of disaster management 

according to their field in an effective, efficient, timely, right on target 

and right on benefits. 

Because of the support from all parties, so that this general guide book 

can be compiled. We express our appreciation and deep gratitude. 

Jakarta, February 2016 

Professional Certification Agency for Disaster Management 

Chairman, 

 

 

Dr. Sugimin Pranoto  
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INTRODUCTION 

1.1 Background 

Within the period of approximately the last decade, Indonesia has 

been shaken by lot of natural disasters, Among others, the earthquake 

and tsunami in DI Aceh, the earthquake in West Sumatera, volcanic 

eruption in Merapi Mountain, Kelud Mountain, Sinabung Mountain 

and Forest fire in Riau and Kalimantan. Learning from the experience 

dealing with disasters, there are things that need to be a concern 

among others, the lack of human resources preparedness to face 

disaster; during emergency condition, people tend to be panic and not 

knowing what to do; coordination between ministries or agencies is 

not smooth; and the distribution of aid is uneven. That all happens 

because ability and competence of human resources in providing as 

expected. Competence of disaster management activists become 

crucial to be improved, so that the quality of disaster management 

can be better. 

In facing the challenges in the globalization era and economic 

development, Indonesia should have concrete steps in order to 

accompany the existing dynamics. In the context of disaster 

management, it has become a chance and challenge for disaster 

management activist and humanitarian volunteers to improve their 

capacity, competence, and professionalism in order to have a sale 

value and competitiveness with the global humanitarian workers. We 

CHAPTER I 
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should be a leader/reference for other countries in disaster 

management. Therefore, they must have expertise individualy in their 

field and certified by a Professional Certification Agency for Disaster 

Management. 

Professional Certification Agency for Disaster Management (PCA 

DM) is formed by Regulation of Head National Disaster 

Management Authority Number 7 Year 2014, State Gazette Number 

599 Year 2014 as the second party of PCA DM. PCA DM is an 

autonomous  and independent institution under the guidance for 

National Disaster Management Authority (BNPB) and National 

Agency for Profession Certification (BNSP), PCA DM has received a 

license from the National Agency for Profession Certification 

(BNSP) based on decision of BNSP Number Kep. 479/BNSP/V/2015 

On May 2015. It has the task of assessing the ability of labours and or 

the parties engaged in disaster management accordance with 

Indonesian National Competency Standard for Disaster Management 

(INCS DM/SKKNI PB). 

Organization in this institution consist of a Chairman, Vice 

Chairman, Secretary, Five Division and Chairman of Assessment 

Center. The Division are Standardization Division, Accreditation 

Division, Quality Divison, Certification Division, Information and 

Institutional Cooperation Division, and Assessment Center. 
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1.2 Definition 

1.2.1 Certification Process 

Activities where the certification body or agency determines that 

a person meets the certification requirements, including 

registration, assessment, certification decision, the maintance of 

certification, re-certification, and the use of certificates and logos 

or markers. 

1.2.2 Certification Scheme 

Competence packages and specific requirements are related to the 

category of job titles or specific skills of a person. 

1.2.3 Competency Test 

Procedures that are parts of assessment to measure the 

competence of certification participants using one or several ways 

such as written, oral, practice and observation,  as specified in the 

certification scheme. 

1.2.4 Certification Competence 

The process of granting a competence certificate is carried out 

systematically and objectively through a Competency test, which 

refers to the  Indonesian National Competence Standard for 

Disaster Management (INCS DM/SKKNI PB). 
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1.2.5 Competence 

The ability to work of each individual that covers aspect of 

knowledge, skills, ability and working attitudes in accordance 

with the established standards. 

1.2.6 Assessment 

The assessment process to someone on the fulfilment of 

requirements stipulated in the certification scheme for the 

certification decision making. 

1.2.7 Indonesian National Competence Standard for Disaster 

Management. 

The formulation of work ability covering aspects of knowledge, 

skills and/or expertise and work attitudes that are relevant to the 

duties and requirement of office determined in according with 

provision of legislation in force. 

1.2.8 Profession 

Field of work, which has particular competence recognized by 

communities. 
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1.3 Purpose  and Objectives 

1.3.1 Purpose 

These Guideline are written with an intention to give guideline 

and instruction for prospective applicants certification who wish 

to obtain competence certificate in the field of disaster 

management. 

1.3.2 Objectives 

a. The applicant certification can understand and know about the 

steps of assessment process. 

b. The applicant certification can prepare the data and 

documents before joining the assessment. 

c. Professional Certification Agency for Disaster Management 

can organize the assessment effectively, efficiently, based on 

existing provisions. 

1.4 Scope 

1.4.1 General Guideline for Disaster Management Professional 

Certification consist of principles, requirements and process of 

competence certification testing that include application/ 

registration, pre-assessment, assessment, evaluation of the results, 

decision of issuing the certificate, maintenance of certification,  

re certification. 
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1.4.2 These general guideline are limited to the implementation process 

of competence assessment for professional expertise during the 

emergency response phase, covering 8(eight) and 20 (twenty) 

occupations. Scheme and occupations in detail can be seen in 

Tabel 1.1 

 

Tabel.1.1 Schemes and Occupations 

Professions Occupations 

1.Shelter Managers, Coordinators, Officers 

2. Clean Water and Sanitation  

    Services 

Managers, Coordinators, Officers 

 

3. First Aid Coordinators and Officers 

4.Data and Information Center Managers, Coordinators and Officers 

5. Search and Rescue Managers and Officers 

6. Distribution of Aid Managers and Officers 

7. Rapid Assessment Coordinators and Officers 

8. Commander of Emergency  

    Response 

 

Operation Commander and Field 

Commander 
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1.5 Legal Basis 

1.5.1 Law No.24/2007 concerning Disaster Management. Article 15 

paragraph 3 implementing officers consist of Professional and 

Expert workers. 

1.5.2 Regulation of Head National Disaster Management Authority 

(NADM/BNPB)No.7/2014, Stage Gazatte No.599/2014 

concerning the Professional Certification Agency for Disaster 

Management Affairs. 

1.5.3 Decree of Head National Disaster Management Authority 

No.130/2014 concerning the Determination of Secretariat and 

Assessment Center of PCA DM.  

1.5.4 Decree of Manpower Minister No.401/2014 concerning the 

determination of Indonesian National Competence Standard for 

Disaster Management Sector. 

1.5.5 Regulation of Head National Disaster Management Authority 

No.1/2015 concerning the determination and implementation of 

Indonesian National Competence Standard for Disaster 

Management Sector, State Gazette of the Republic of Indonesia 

Year 2015 Number 182. 

1.5.6 Statutes and By law of PCA DM, 2014. 
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1.6 Code of Conduct for Implementation Officers of PCA DM 

Law Number 24/2007 concerning Disaster Management, article 3 

provide basic principle of Disaster Management in Indonesia. 

PCA DM as an institution that organizes for professional 

competence assessment has a Code of Conduct, which is an 

integral part of the statutes and By Law of PCA DM.  

The implementing officers must understand  and comply with 

Code of Coduct of PCA DM i.e: 

1.6.1 Implementing officers shall uphold and comply with Statutes 

and By law of PCA DM 

1.6.2 Implementing officers shall have discipline, integrity, 

dedication, loyalty to the institution and their field of duty 

1.6.3 Implementing officers shall maintain the confidential and the 

quality of the implementation competence certification 

1.6.4 Implementing officers are responsible for their fields of duty 

1.6.5 Implementing officers shall advance and develop PCA DM 

through partnership 

1.6.6 Implementing officers need to improve the knowledge, 

capabilities in according with the development of science and 

technology. 
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INDONESIAN NATIONAL COMPETENCE STANDARD FOR 

DISASTER MANAGEMENT (INCSDM/SKKNIPB) AND 

PROFESSIONAL OF CERTIFICATION SCHEME 

2.1 SCOPE of INCS DM. 

2.1.1 Indonesian National Competence Standard for Disaster 

Management is compiled by the National Disaster Management 

Authority (NDMA/BNPB) that describes knowledge, skills and 

requires in the work of disaster management. INCS DM is basic 

guideline of training, to determine the qualification and 

assessment and it is the guideline for trainers and evaluators on 

the implementation of certification. INCS DM can become the 

competence standard of several agencies/institutions related to 

human resource development in accordance with their respective 

needs. 

2.1.2 Government Institutions 

INCS DM will assist the government programs in improving and 

developing the human resources development programs in the 

field of Disaster Management in Indonesia. 

 

 

 

CHAPTER II 
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2.1.3 Organization and Community 

 INCS DM assist organizations in the recruitment process of 

professional disaster management officers, the improvement of 

organizational performance as well as in the framework of 

implementation and fulfilment of disaster management law. It 

will also increase the professionalism and performance of 

services to the community when a disaster accurs. 

2.1.4 Education and Training Institutions 

 INCS DM can be used by the training institutions as a reference 

in developing programs and module of competency  based 

training. 

2.1.5 Professional Certification Agency  

INCS DM is a reference in formulating the assessment and 

certification systems as a tool to test the competence and 

performance. In this connection, PCA DM has a mandate to 

issue a certificate of Competence for Disaster Management 

although assessment center (AC) of certification applicants are 

located in the Ministry/Education and Training Institutions. INCS 

DM consist of 7 (seven) professional categories and 52 (fifty two) 

competences units. Details of the categories can be seen in Table 

2.1 
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Tabel 2.1 Professional Categories and Competence Units 

 

 Categories     Number of Units 

1. Basis and Principles    5 

2. Leadership      9 

3. Managing Funds     4 

4. Managing Assistance    5 

5. Managing  Emergency Situations   22 

6. Managing  Volunteers    3 

7. Conducting Search and Rescue   3 

TOTAL       52 

 Standard of Competence are a dynamic and will be continuously 

developed according to the required. 

2.2  Professional Certification Scheme  

Certification scheme is competence packages and specific 

requirements relating to the category  of job titles or specific 

skills of a person. Based on the Decree of Manpower Minister 

concerning the determination of Indonesian Competence 

Standard for Disaster Management Sector and the Decree of 

National Disaster Management Authority, there are 20 
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certification schemes. Each of certification schemes is divided 

into Unit Code and Title of Competence Unit. It can be seen in 

Table 2.2  
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Tabel 2.2 Certification Schemes 

CERTIFICATION SCHEMES LEVEL 

1. Shelter Manager 7 

2. Shelter Coordinator 5 

3. Shelter Officer 2 

4. Manager Clean Water and Sanitation Services 7 

5. Coordinator of Clean Water and Sanitation Services 5 

6. Operator of Clean Water and Sanitation Services 3 

7. Operator of Sanitation Services 3 

8. First Aid Services Manager 7 

9. First Aid Services Officer 3 

10. Manager of Data and Information Center 7 

11. Coordinator of Data and Information Center 5 

12. Data Collectors 3 

13. Manager of Search and Victim Rescue 7 

14. Search and Rescue Victim Officers 2 

15. Aid Distribution Manager 7 

16. Aid Distribution Officer 3 

17. Rapid Assessment Coordinator 5 

18. Rapid Assessment Officer 3 

19. Commander of Emergency Operation 8 

20. Field Comander of Emergency Operation 6 
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THE IMPLEMENTATION OF CERTIFICATION 

 

Professional Certification Agency for Disaster Management organize a 

competency assessment with the sequence of activities as follows : 

3.1 Application for a new professional certification or re-

certification assessment. 

Prospective applicants submit an application to participate in the 

assessment, by submitting an application to PCA DM. the 

application can be addressed through PCA DM emails or 

manually coming to PCA DM Office. After registering, the 

prospective applicants of certification are given a format 

document of FR-APL-01, Application Form of Competence 

Certification and format of FR-APL-02-For Self Assessment. The 

content of APL 01 include part one i.e, detail of  personal data. 

Part Two i.e. the list of Competence Unit,  Part Three i.e. 

Competence and  Supporting Data. APL 02 for Assessing 

themselves (competence/ not competence) to the list of questions 

writteen in APL 02.   

 

 

 

 

CHAPTER III 
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3.2  CHOOSING ASSESSMENT CENTER 

There are three kinds of Assessment Center, namely Independent 

AC (TUK Mandiri), Work Place AC (TUK Tempat Kerja), Any 

Time AC (TUK Sewaktu). 

Independent Assessment Center(TUK Mandiri) is owned by 

institutions outside of PCA DM. Independent AC is verified and 

determined as the verified AC periodically, Independent AC shall 

develop and maintain a quality management system in according 

with the provisions.  

Work Place Assessment Center is owned by institution/industries. 

Work place AC is verified whenever it will be used as a 

assessment center. 

Any Time  Assessment Center may include, but not limited to 

meeting room equipped and laid out according to the 

requirements of assessment center, education and training 

facilities that meet for production facilities that are not being used 

for the production process. 

Assessment Center must suitable with the requirements relating 

to the test conditions and equipment requirements in the testing 

process based on the certification scheme applied. If there is any 

techinal equipment used in the testing process, then the technical 

equipment must be verified or calibrated appropriately.Test 

conditions can include lighting, room temperature, separation of 
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test participants, the noise, the safety of test participant and other 

qualified things.  
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3.3  Assignment Assessors 

Assessor Team  consist of the Chairman and Member 

The Chairman of Assesor Team has the following tasks namely : 

3.3.1 Planning the assessment and using its sources effectively. 

3.3.2 Communicating with the certification applicants. 

3.3.3 Managing and directing the assessment team members. 

3.3.4 Leading the assessment. 

3.3.5 Preventing and solving problem. 

3.3.6 Preparing and completing the assessment report. 

Assesor Team has  the following tasks namely: 

3.3.7 Competence in doing assessment. 

3.3.8 Preparing checklist. 

3.3.9 Implementing the assessment plan. 

3.3.10 Communicating with certification  applicants and member 

of the assessment Team. 

3.3.11 Recording and reporting observation clearly. 

3.3.12 Keeping the assessment documents. 

3.3.13  Complying with regulations. 
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3.3.14 Keeping confidentialy. 
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3.4  Organizing pre-competency test conducted prior to the 

competency test 

After the certification applicant obtain and fills out the forms of 

APL 1 and APL 2 as well as completing the supporting 

documents required inside the forms (portofolio, letter of 

assignment, certificates, photographs of documents etc). assessor 

carry out pre-competency test. APL 1 and APL 2 forms are 

checked carefully, including evidences of portofolio and other 

supporting documents submitted by certification applicant.  

In case , there is a lack of evidences or non conformity between 

the background of experience and the portofolio of certification 

applicant with competence unit that will be taken by applicant, 

then assessor should be able to  take decision. The applicant shall 

complete them before doing the competency test or the applicant 

has not been competent to participate in the assessment. 

3.5  Implementing the assessment/ competency test 

Then, it is conducted the assessment based on APL 2 document 

and other form document. 

3.5.1  Competency test aims to assess the competency in written, 

oral, practical, observational or other mean that are 

reliable, objective and consistence with the certification 

scheme. The design of the competency test requirements 

ensures that each test result can be compared with each 

other, both in terms of content and difficulty level, 

including a legitimate decision for pass or not pass. 
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3.5.2 PCA DM has a procedure to guarantee the administration 

consistency of competency test. 

3.5.3  PCA DM defines document and monitors the criteria for 

the administration conditions of competency test. 

3.5.4  If there is any technical equipment used in testing 

process, PCA DM shall ensure that equipment has been 

verified or calibrated appropriately. 

3.5.5  The appropriate methodology and procedures (e.g. 

collecting and keeping the statistical  data) documented 

and implemented within certain parameters that are 

justified, to reaffirm the fairness, validaty, reliability and 

general perfomance of each test, and remedial measure 

against  all defeciencies that can be identified. 

3.6 A Report of Assessor Team to the Chairmain of PCA DM 

Every implementation of competency test, the result should be 

reported immediately  to the Chairman of PCA DM. 

3.7 Submission of Competency Test Results to the Technical 

Committee 

The result of competency test must be summitted to the Technical 

Committee completely with the forms that have been filled and 

document of competency test process, so that the Technical 

Committee can immediately check and determine who have 

passed a competency test and declared competent as well as 



General Guideline for Disaster Management Professional Certification                                                                       | 21  

 

entitled to obtain a certificate of competency from National 

Agency for Profession Certification(NAPC) through PCA DM. 

3.8 Technical Committee Provide Recommendation to the 

Chairman of PCA DM 

After the Technical Committee receives the competency test file 

from the Chairman of Assessor Team, then the Technical 

Committee will examine the entire competency test file to make 

sure that the decisions of competency test results have met the 

requirement set out in the certification scheme and competency 

test material. After stipulated the decision of competency test 

results, the Techinical Committee gives the result to the 

Chairman of PCA DM to be followed up with the process of 

issuing  certificate. 

3.9 Appeals to the Decision of Competency Test 

The process of handling appeals to the decision of competency 

test refers to a procedure for accepting, reviewing and making a 

decision on the appeals of PCA DM. 

Appeal handling process includes at least the following elements 

and methods: 

3.9.1 The process for accepting, validating and investigating 

appeals decide what action should be taken in response, 

by taking into account the result of previous similar 

appeals; 
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3.9.2 Exploring and recording the appeals, including actions to 

overcome them; 

3.9.3 Ensuring that, if applicable, the appropriate remedial and 

corrective action perform. 

3.9.4 Policies and appeal procedures ensure that all appeals are 

handled constructively, impartial and timely. 

3.9.5   Explanation about the process of handling the appeals can 

be known by public without being asked by displaying on 

the website of PCA DM. 

3.9.6   PCA DM is responsible for all decisions at all levels of the 

appeals handling  process. 

3.9.7 PCA DM is ensure that the personnel involved in the 

decision making process for handling appeals is different 

from those involved in the decisions that cause the 

appeals. 
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3.10 Report to National Agency for Profession Certification 

(NAPC/BNSP) 

Whenever implementing the  competency test, PCA DM should 

immediately report the result to NAPC. This report covers the 

certification process from the decision of implementing 

competency test until the final results of competency test 

containing the name of competence certificate holder, 

certification schemes participated and the certificate number 

given. 

3.11 Issuing of Competency Certificate 

The decision for participants only made based on information 

which collected during the certification process. The personnel 

who make decision of certification do not participated in 

competency test or training certification with the following 

provisions: 

3.11.1 The certificate is not submitted until all requirements are 

fulfilled. 

3.11.2 The personnel who make decision of certification should 

have sufficient knowledge and experience about the 

certification process to determine whether the certification 

requiretment have been met. 

3.11.3 PCA DM must provide competency certificate to all 

parties who have been entitle to receive the certificate and 
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maintain the information of certificate ownership for each 

certificate holder. 

3.11.4 Issuing of competency certificate is in the form of letters 

and/or cards, signed and approved by the Chairman of the 

PCA DM. 

3.12  Observation/ Surveillance 

Each competency certificate holder must be surveillanced  

at least every three years. 

PCA DM is identifies groups of competency certificate 

holder and reference comparator, as well as surveillance 

method in the certification scheme. After that, 

Surveillance Devices are set up and Surveillance Team 

are prepared to be in charges of : 

a. Collecting data on surveillance result. 

b. Evaluating from surveillance result with the 

surveillance devices. 

c. Giving recommendation to each participant. 

3.13   Suspension and Revocation of Certificate 

Policies and procedures for certificate suspension and 

revocation certificate, addition and substraction of 

certificate scope, which also describes the follow up by 
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the PCA DM are set in the procedure of certificate 

suspension and revocation that include : 

3.13.1 Suspension and revocation or reduction of 

certificate scope can caused by failure to resolve 

the problem within the period time set by the PCA 

DM. 

3.13.2 Agreement will be made with the competency 

certificate holder to ensure that during the 

suspension, the certificate holder is not allowed to 

promote regarding to the certificate suspension. 

3.13.3 PCA DM makes agreement with the competency 

certificate holder to ensure that after the revocation 

of certificate, the certificate holder is not allowed 

to use their certificate as reference material for 

their activities. 

3.14. Certificate Extention 

The process of certificate extention and re-certificate are set 

in the policies and procedure of certificate extention and re-

certification process, according with the requirement of the 

certification scheme. 

PCA DM ensure during the certificate extention and/or re-

certification process, the process ensure the competence of 

the certificate holder is maintained and the holder is still 
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comply with the latest requirements of the certification 

scheme. 

The re-certification period is set by the certification scheme. 

The foundation of the re-certification period,  

if relevant is considers the following : 

3.14.1 Requirements in according with law and    

regulation. 

3.14.2 Revision of normative documents. 

3.14.3 Revision of relevant certification scheme. 

3.14.4  Natures and maturity of the industry or field of   

work of  the certificate holder 

3.14.5    Risk arising from incompetent person. 

3.14.6  Technological changes and the requirements for   

the certificate holder. 

3.14.7    Requirements set by stakeholders. 

3.14.8 Frequency and content of surveillance, if  

required by certification scheme. 

Competence Certification Process can be seen in Figure 3.1 
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Figure 3.1. Competence Certification Process 
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BENEFIT OF COMPETENCY CERTIFICATION 

 

4.1     For Industrial 

4.1.1 To help the industry to convince clients that their products/ 

services have been made by competent personnel. 

4.1.2 To help the industry in recruiting and developing competency 

based personel, increasing the efficiency of human resources 

development, national efficiency. 

4.1.3 To ensure the industry to get competent personnel 

4.1.4 To assist the industry in career development and remuneration 

systems of the competency based personnel.  

4.1.5    To ensure and improve productivity . 

 

For Labours 

4.2.1 To help labours to convince the organization/industry/client that 

they are competent and able to produce products or services. 

4.2.2 To help labours to ensure and maintain the competence to 

improve the confidence. 

4.2.3    To help labours to plan their career. 

4.2.4 To help labours to measure the level of competence achievement 

in learning process in formal institution  or  independently.  

4.2.5 To help labours to meet the regulatory requiretments 

4.2.6  To help labours recognition of the cross sector and cross country 

competence 

CHAPTER IV 
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4.2.7 To help labours to promote their profession in the labour market. 

 

For Educational Institution 

4.3.1 To ensure the link and match between the competencies of 

graduates with competencies demand in industrial world. 

4.3.2 To ensure the achievement of efficiency in the development of 

training programs. 

4.3.3 To ensure the achievement of the high result training. 

4.3.4 To assist training institutions in formative, summative, and 

holistic assessment systems which ensure and maintain the 

competence  of learners during  training process.   

 

For Government 

4.4.1 To ensure the achievement of the human resources development 

program in its sector. 

4.4.2 To ensure suitability of human resources supervision and control 

system in the sector. 

4.4.3  To ensure the goal of the development program planning in the 

sector. 
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SURVEILLANCE MECHANISM SYSTEM 

5.1 Surveillance Mechanism 

5.1.1 Control and supervision of the implementation of the competence 

are carried out by the Supervision Board and the daily activities 

supervision  are coordinated by the Quality Management Division 

of PCA DM  and  Coordinator of Assessment Center. 

5.1.2 The function of control and supervision in activity of competency 

test in PCA DM is directed to ensure the activities are on track, 

according to plans and they can achieve the expected goal. In 

addition, it is to provide quality assurence on the 

 output generated from the competence assessment in according 

with the NAPC guideline.  

5.1.3 The control and supervision activities must be conducted through 

periodic monitoring process, which  can be carried out before, 

during, and after the implementation of the competency test. 

5.1.4 The supervision process is carried out systematically by refering 

to the standard procedure of PCA DM  through the steps as 

follows : 

 a. Establishing an implementation standard procedure. 

 b. Designing a measurement and feedback information systems. 

 c. Comparing the performance achieved with standards that have  

 been determined. 

CHAPTER V 
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d. Determining deviations and the signifiance level of each of 

these deviations.  

e. Taking corrective action needed to ensure the entire process of 

assessment runs effectively and efficiently.  

f. Verifying the corrective actions. 

g. Performing the suprevision and control recording as a 

reference for the review the quality management. 

 

5.1.5 Control and supervision of the competency assessment must be 

documented in the quality management system as suitable with 

the NAPC guideline. 

 

5.2 Evaluation 

5.2.1 The competency assessment evaluation process is conducted 

periodically, in the time before, during, after the implementation 

of competency test. 

5.2.2 Quality Management Division of PCA DM conducts regular 

evaluation by reviewing data from the assessor review about the 

assessment which include the implementation of assessment 

procedure, consistency of assessment decisions and report on the 

result of the assessor review.  

5.2.3 If any discrepancies are found, the PCA DM certification must 

immediately to identify alternative correction action. 
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5.2.4 The evaluation result must be summited to the Quality 

Management to be used as continuos improvement of the 

competence assessment and for the review of quality 

management. 

 

5.3 Complaint Management 

5.3.5 PCA DM establishes procedure to receive, review and make a 

decision on complaint. 

5.3.6 A description of the complaint handling process management can 

be accessed without request. The process treat all parties fairly 

and equitably. 

5.3.7 PCA DM establishes policy and procedure to guarantee that all 

complaint  are handled constructively, impartially and punctually. 

The minimum complaint handling process includes the following 

elements and methods as follows : 

 a. Outline of the receiving, validating, investigating complaint 

 process and decide what action should be taken as the 

response.  

b. Tracking and recording complaint, including action to  address 

them.    

c. Ensuring that appropriate remedial and corrective actions are 

carried out, if any.  

5.3.8 Upon receiving a complaint, PCA DM confirms whether the 

complaint relates to certification activities that are the 

responsibility of PCA DM, so that PCA DM will respond 

appropriately. 
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5.3.9 PCA DM receives complaint and provide progress reports and 

gives the handling result to the complaint. 

5.3.10 After receiving a complaint, PCA DM is responsible to gather 

and verify all necessary information to validate the complaint. 

5.3.11 PCA DM officially informs the complaint at the end of the 

complaint handing process. 

5.3.12 The proven complaint about certificate holder will be referenced 

by PCA DM  to the certifcate holder for confirmation. 

5.3.13 The process of complaint handling by PCA DM follows 

confidentially requirements, regarding to the complaint and the 

subject of the complaint. 

5.3.14 The decision communicated to the complaint is made, or 

reviewed and approved by the PCA DM personnel who are not 

involved to the subject of the complaint. 
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 COST OF CERTIFICATION 

The competency certification for disaster management have done 

independently and professionally.The cost of conducting certification for  

Jabodetabek area are as follows: 

6.1 Operator Professional level   Rp.1.500.000/person 

6.2 Technical / Analyst Professional level Rp.2.000.000/person 

6.3 Expert Professional level   Rp.2.500.000/person 

For areas outside Jabodetabek, the certification cost will be determined 

by each local assessment center. 
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Attachment 1 

 

FR-APL-01. APPLICATION FORM OF COMPETENCY 

CERTIFICATION 

 

Part 1 :  The Data of Certification Applicant 

 

In this part, Include your personal data, formal education, and current job 

data.  

a.   Personal Data 

Full Name :  

Place / Date of Birth :  

Sex            : Male / Female * 

Nationality :  

Address :  

        Postal Code:  

Phone Number/E-mail : Home:      Office: 

  Mobile:   E-mail:  

 

b.  Education (The latest formal education and attached document) 

Education :  

Major/Program :  

Year of Graduation :  

 

c.  Current Job 

Institution/Company Name  :  

Position :  

Address :  
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     Postal Code :  

Phone number/Fax/ 

E-mail : Phone :      Fax :  

  E-mail : 

 

d.  Certification Application  

Assessment Aims : 1. RPL 

2. Accomplishmen

t of Learning 

Process 

3. RCC 4. Certification 5.   Other : ………. 

Certification Scheme : Unit/cluster/occupation/KKNI*: 

Coordinator of Data and information Center 

Assessment Contact : TUK simulation/work place* with characteristic 

product/system/work place*:  

Comparison Benchmark :

: 

Standard of Competence/Standard of 

Products/Standard of System/ Technical 

Regulation /SOP*:  

SKKNI of Disaster Management 

TUK :  

 

*) Streak that does not fit 
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Part 2 : The List of Competency Unit 

In the Part 2, include the Competency Unit that  you propose to assess in 

order to achieve recognition based on your education background, training, 

as well as working experience.  

The proposed Competency unit is either Single Unit or Cluster Units. 

 

Certification Scheme  : The Coordinator of Data and Information 

Center 

Number   : 

_________________________________________ 

No. Unit Code Title  

Standard Type 

(Special/International/ 

SKKNI Standard) 

1. 0.842340.001.01 Conducting Effective Working in 

Disaster Management Sector 

 

2. 0.842340.004.01 Managing The Working Field in 

Disaster Management Sector 

3. 0.842340.005.01 Conducting Effective Working with 

Client and Co-Workers’ Cultural 

Diversity  

4. 0.842340.017.01 Arranging Work Priority 

5. 0.842340.018.01 Ensuring the Team Effectiveness 

6. 0.842340.033.01 Operating Communication Devices and 

Systems 

Part 3:   Competencies and Supporting Evidences 
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In this part, you are asked to relate and match the Competencies and 

Supporting Evidences you have and submit it.  

Write down the most relevant evidences from your detailed 

education/work experiences according to the Competencies/Competency 

Elements proposed in the evidence column below and include the evidence 

code in every evidence item you write, and attach the data/documents as 

well.  

The Assessor will assess the suitability of evidences**) you propose (valid, 

original, current, and sufficient) and make recommendation for the further 

assessment ***).  
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Competency Units  

 

Evidence (the most 

relevant):  

Details of 

Education/Training, 

Work Experience, 

Life Experience 

 

 

The Evidence 

Suitability **) 

 

Further 

Assessment 

***) 

 

1. Conducting Effective 

Working in Disaster 

Management Sector 

 

   

2. Managing The Working 

Field in Disaster 

Management Sector 

   

3. Conducting Effective 

Working with Client and 

Co-Workers’ Cultural 

Diversity  

 

 
  

4. Arranging Work Priority    

5. Ensuring the Team 

Effectiveness 

   

6. Operating Devices and 

Communication Systems 

 

 

  

 

 

_______________, ____________________________ 201… 
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Evidence Code             Evidence Type 

 

SK = Certificate of Qualification (e.g. training, skill, etc) 

SR = Reference Letter from supervisor or company 

about you company 

CP  =     Example of works you have created (the product) 

JD =    Job description from your company about your job 

WS =     Interview with supervisor, co-worker, or clients 

De =      Demonstration of work/skills required 

Pe =     Industry experiences (e.g. On the Job Training, 

Internship, Work Practice, etc.) 

L  =     other relevant evidences 

 

 

Recommendation : Certification Applicant: 

Name   

Signature/ 

Date 

 

Note : 
Assessor   : 

Name  

Registration Number  

Signature/ 

Date 
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Attachment 2 

 

FR-APL-02 SELF  ASSESSMENT  

 

Certification 

Applicant 

Name 

: __________________ 
DATE/TIME 

: _______________ 

Assessor Name : 1. _________________ PLACE : _______________ 

 2. _________________   

 

 

In this part, you are asked to do self-assessment to competency unit(s) 

will be assessed.   

1. Study all the Working Performance Criteria Standard, variable 

limitation, assessment guideline, and critical aspect as well as 

make sure you understand them all. 

2. Do the self-assessment by studying and assessing your skill 

objectively towards all questions, and decide if you are 

competence (C) or not competence (NC) and write down 

supporting evidence you think relevant to every element of 

competency unit.  

3. Assessor and applicant sign the Independent Assessment form  
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Certification Scheme 

Number 
 

Certification Scheme 

title 
The Coordinator of Data and Information Center 

 

Competency Unit 

Code 
O.842340.001.01 

Competency Unit 

Title 
1  Conducting Effective Working in Disaster Management Sector 

Competency 

Element 

List of Questions 

(Self-Assessment) 

Assessment 
Supporting Evidence 

C NC 

1.1 Can you prepare your self to  

      work in the context of  

      Disaster Management ? 

 

 

 

  

1.2  Can you communicate  

      effectively ? 

 

   

1.3   Can you apply ethic and 

cultural awareness standard 

in the field? 

 

   

1.4   Can you respond to the 

issues related to ethic and 

culture in the program and 

project? 

 

   

1.5   Can you function 

effectively in the under 

pressure situation? 
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1.6   Can you make operational 

decision in the field? 

 

   

1.7   Can you reflect the 

performance in the field? 
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Competency Unit 

Code: 
O.842340.004.01 

Competency Unit 

Title: 
2 Managing The Working Field in Disaster Management Sector 

Competency 

Element 

List of Question 

(Self-Assessment) 

Assessment 
Supporting Evidence 

C NC 

2.1 Can you manage the 

delivery of assistance? 

 

   

2.2 Can you use 

communication skill and 

make high level personal 

relationship to manage 

effectively?  

 

   

2.3 Can you manage 

relationship with 

stakeholders? 

 

   

2.4 Can you manage 

resources, system, and 

practice to achieve the 

agreed result? 

 

   

2.5 Can you manage the risk 

in the disaster 

management? 
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Competency Unit 

Code 
O.842340.005.01 

Competency Unit 

Title 

3 Conducting Effective Working with Client and Co-Workers’ 

Cultural Diversity 

Competency 

Element 

List of Questions 

(Self-Assessment) 

Assessment 
Supporting Evidence 

C NC 

3.1 Do you apply cultural 

awareness in the working 

practice? 

 

   

3.2 Can you accept cultural 

diversity as a base of 

professional and effective 

work relationship? 

 

   

3.3 Can you perform cross-

cultural communication 

effectively?  

 

   

3.4 Can you solve 

misunderstanding due to 

cultural diversity? 
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Competency Unit 

Code 
O.842340.017.01 

Competency Unit 

Title 
4 Arranging Work Priority 

Competency 

Element 

 

List of Questions 

(Self-Assessment) 

Assessment 
Supporting Evidence 

C NC 

4.1 4.1  Can you plan a personal  

      work schedule ? 

 

   

4.2 4.2  Can you watch your own 

      work performance ? 

 

   

4.3 4.3  Can you coordinate a  

      profession development ? 
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Competency Unit 

Code 
O.842340.018.01 

Competency Unit 

Title 
5 Ensuring the Team Effectiveness 

 

 

Competency 

Element 

 

List of Questions 

(Self-Assessment) 

Assessment 
Supporting Evidence 

C NC 

5.1 Can you plan your team 

performance? 

 

   

5.2 Can you develop and 

facilitate a teamwork? 

 

   

5.3 Can you facilitate a 

teamwork? 

 

   

5.4 Can you be a 

communicator to the 

stakeholder? 
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Competency Unit 

Code 
O.842340.033.01 

Competency Unit 

Title 
6 Operating Communication Devices and Systems 

Competency 

Element 

 

List of Questions 

(Self-Assessment) 

Assessment Supporting 

Evidences C NC 

6.1 Can you use 

communication system 

and devices? 

 

   

6.2 Can you communicate 

effectively? 

   

6.3 Can you take care of 

communication device? 

 

   

Note: *) available in Standard of Competencies 

 

Assessor Recommendation Certification Applicant: 

Name  

Signature/Date 

 

Note Assessor: 

Name  

Registration Number  

Signature/Date 

 

 


