
 

 

Quality Assurance System 

 

PP08 – Procedure for Programme delivery 

 

Rev 1.0 

 

 

  



Element: Implementation & Operation                                               Criterion:  Operational Control 
 

Policy and procedure for Programme delivery Page 2 of 3 

 

Procedure for 
Programme delivery 

Document 
reference 
number:  

PP08  Revision 
Number:  

1.0 

Document 
drafted by:  

Programme Co-Ordinator Date drafted: 8/8/20 
 

Document 
approved by: 

LASNTG Date approved:  

Document 
adopted by: 

LASNTG Date document 
adopted: 

 

Issued by: LASNTG Date of Issue:  
Assigned Review 
Period 

3 Years  Next Review 
Date: 

 

Responsibility for 
Review 

Programme Co-Ordinator Date of 
withdrawal 
obsolete 
document 

 

 
Amendment History: 

 
 
  

Date Revision  
Number 

Details of amendment 

 1.0 New Document 
   
   
   
   
   
   
   
   
   



Element: Implementation & Operation                                               Criterion:  Operational Control 
 

 

Programme Delivery Flow Chart 
 
 RTC Manager issues Programme outline, 

seeking expressions of interest, to: 
Local Authorities 

 Training Officers 
 Heads of Section 

Schedule of private and public bodies 

Trainer procured, Programme scheduled and 
Learner places confirmed 

Booking Form issued to Employer  

RTC Manager examines Booking 
Form for completeness and for 
any special requests. Can RTC 
Manager address in-house?  

Physical requirements (RTC 
related). Consult with Host 
Authority  

Learning requirements 
(Programme related). Consult 
with Programme Coordinator 

Employer submits Booking Form 

Trainer issued with documentation including: 
 Tutor Information Pack 
 Induction checklist for Learners 
 Programme material, as required 
 Programme equipment, as required 
 Sealed Assessment Pack (by courier or by 

hand) 
 

Trainer delivers the Programme and submits 
completed Course pack to  RTC within 10 
working days 

Stage 1: RTC Verifier examines the 
Assessments using the Internal Verification 
Report (Form IV3) and in accordance with the 
defined Sampling Strategy 
 

RTC Verifier completes Report and issues all 
documents to LASNTG Verifier (by courier or 
by hand) 

LASNTG Verifier receives documents and 
completes check. Uploads Learner details to 
QBS (Phase 1) 

Issue letter to Learner informing  that the 
appeal has been unsuccessful 

LASNTG Verifier issues Certificate to Learners 

Learner submits appeal to 
Secretary 
(Assessment Appeals Request 

LASNTG Secretary examines the 
basis for the appeal 

QBS 

LASNTG Verifier presents Report to External 
Authenticator, using External Authentication 
Report (Form EA2) 

External Authenticator prepares EA Report in 
accordance with brief and submits to 
Secretary for attention of Results Approval 
Panel 

Results Approval Panel considers Report, in 
accordance with Terms of Reference and 
issues its findings. 

LASNTG Verifier uploads results to QBS (12th 
of every second month) 

LASNTG Verifier issues results to Learners 
(16th of the same month), including details of 
Appeals process   

Independent adjudicator 

Appeal upheld 

Appeal rejected 

General complaint 
regarding the programme  

Refer to RTC Manager 

Programme need identified 
and Programme designed 
and developed  

No 

Yes 

No 

RTC Manager notifies Employer 
 

Delivery  

Verification 

Certification 


