EXTENSION OF SCOPE PROCESS FLOW CHART
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SDP submits the application file Documents required:
e Extension of scope
application form

o List of registered Assessors

pre-evaluates the file

& Moderators

Administrator receives and ° Leaming materials

If non-compliant, Administrator advise If compliant, Administrator opens file,
on outstanding documents and return update the document tracking book and
file to SDP to correct submit file to Officer for further evaluation

¥

Officer receives file and signs
off tracking sheet
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Officer evaluates file

Officer submits learning materials to
Evaluator for evaluation

Officer evaluates Assessor/s and
Moderator/s applications and
recommends for approval to Provincial

' Manager or double checks the list of registered
Assessors and Moderators on SMS

Any gaps identified by Evaluator are
communicated to SDP to
address

"

SDP addresses gaps and re-submit to
Officer

¥

Officer re-evaluates the submitted
documents, controls the LPE report
and recommends for LPE approval
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Officer recommends for extension of
scope *
- [ ]

Officer submits the following documents to
recommend for approval:
Extension of scope submission
document
Controlled and uncontrolled LPE reports
Copies of Assessor & Moderator letters
or SMS registration numbers (Existing)
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Provincial Manager verifies all documents, signs off the
submission document and recommends for
approval to PA Manager
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PA Manager verifies, signs off the submission
document and submit to ETQA Executive Manager for
approval

pu

Executive Manager verifies and signs off the extension of
scope letter

.

PA Administrator make copies of signed letter
and arranges for collection or courier of letter




