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To be continued on Page  

PROCESS FLOW                                                                 RESPONSIBLE                       REMARKS 

START

Administrator 

Administrator / 
Center Coordinator 

Center Coordinator 

Coordinator / 
Accounts 

Note 1 
Candidates Enquire for training 
should be redirected to ATO / 
Recognized Training 
organization 

Note 2 
Refer and follow Scheme 
documents. 
Share & Receive Exam 
Application 
Course schedule 

Note 3 
Use Check in 004/004A for 
completeness of the filled up 
form 
For Resit/Recertification 
candidate, check with records, 
Experience verify every 20 
applicants -1 ( if supported by 
organization is not required) 

Update confirmation list 

Notification to be issued to 
Examination Centers after 
approval (Applicable for NDTSS 
Direct managed Exams) 
Examiner appointment form 

Client 

Receive enquiry by Email, Phone, and Walk in.  See Note 1 

 Once the payment is received, Send for Approval to Head 
of AQB / OA/NDTSS & after approval send confirmation 
letter and add in Student File, Get Registration number 
from NDTSS 

Review Examination Centre Availability 
Review Examiner Availability 
Check conflict of Interest with candidate & examiner if any. 
Appoint Examiner by Head of AQB / OA/NDTSS

Examiner 
/Administrator

Counsel the Candidate / Company on the scheme requirements on 
Eligibility, availability of examination schedule.  
See Note 2

Send Application form 004 /004A as appropriate. Highlight closing 
date. If Required by Client sends Quote ( Max 2 working days) 

Follow up on the application after every 5 days 

Receive / review Completed 
application.  See Note 3 

Is all details- 
Correct ?  

Inform client 
on short falls

Center Coordinator 

Administrator / 
Center Coordinator 

Note 4 
 As being operated in first come 
first basis , if the exam is all 
paid out, and  have reached its 
maximum capacity inform the  
candidates for inability to 
accommodate booking who are 
yet to send application, and 
propose and process for next 
available exam

Prepare Examination package by examiner including 
specimen numbers using standard template 
Assist in preparing Examination package for the Examiner 
(CB managed exam) 

Coordinator 

Pass Billing details to Accounts and follow up on payment-
See Note 4

Center Coordinator 
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Examination is provided by AQB / OA / AEC                  

AEC/AQB/OA 
Coordinator

Invigilator 
/Examiner 

Examiner /Chief 
Examiner

Examiner

Administrator 

Note 5 
Level 2 requires 
compulsory practical 
Level 3 applicants with valid 
Level 2 only require theory 
examination. Such 
examination might be 
directly administered by 
NDTSS registered 
Examiner managed by 
coordinator 

Examiner 

Invigilator 
/Examiner 

Examiner  

Chief Examiner / 
Scheme Manager

Note 6 
If the Candidate challenges 
any questions, he has to fill 
up the relevant form 
And for any complains shall 
fill up complaint form 
Exam Attendance filled up 
Attendance record 

Chairman/ Scheme 
Manager 

Course Coordinator 

Note 7 
Quality Record 
Maintenance Table  

Exam Centre Coordinator communicates with students for 
logistics

Examination conducted, invigilated as per 
Practical are graded as per Marking Guide  
See Note 6 

All the Examination Scripts are packed in an Envelope and 
submitted to Examiner  

Examiner to Mark and grade as per Conduct of 
Examination  

Marking and Grading are carried out as per the relevant 
marking scheme and recorded  

Moderation is organized by the center coordinator as 
needed and recorded in Record of Moderation is kept 

Send the file back to SGNDT Coordinator within 7 days of 
Exam 

Result Notice prepared & send to candidates within 21 
days of exam 

Decision Approved for Certification  
Student File Records consolidated and secured 
 Only authorized personnel can access. See Note 7. 
Prepare and print certificate for approved decision and 
send to customer 

Exam Centre Coordinator prepares all availability for 
practical’s (if required) 

Continue from 
Page 1 

END 

Examination Time, Room, Invigilator, Examiner allotted  
Facilities and Instruments  


