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Procedures


Procedure for dealing with FIETA master assessor programmes
	
	Action
	Responsibility

	1
	Client contacts FIETA for order number.

	Michelle (FIETA)

	2
	Once order no is obtained and passed to LPL by client, LPL issues programme number, attendance register and files.


	Chalane/Marlene

	3
	If it is necessary to courier files the costs involved must be invoiced to FIETA immediately.

	Chalane/Audrey

	4
	Database is annotated in course notes with number of files issued.

	Marlene

	5
	Following training, attendance register, learner information forms and unused files are returned to LPL.

	Facilitator

	6
	LPL reconciles number of delegates and returned files with number of files issued.

	Marlene

	7
	Any discrepancies must be queried with client. Any problems must be reported to a manager immediately.

	Chalane/Marlene

	8
	Database is updated with learner information and assessment date.

	Marlene

	9
	Assessment attendance register is issued and forwarded to client.

	Marlene

	10
	Client is responsible for ensuring all assessment instruments are prepared.

	

	11
	Once assessments have been marked, 10% of portfolios, all assessment instruments, documents and assessment register are returned to LPL for moderation and processing.

	

	12
	Letters of competence are issued to client upon request


	Marlene
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