
SQA Systems 
Verification Process: 
Stage 1
Lead: SQA Coordinator

The SQA will email the SQA Coordinator to initiate the 
Systems Verification Process and request suitable dates for 

the meeting.

The SQA Coordinator will 
respond to the request

The SQA will confirm the date, 
with the SQA Coordinator send 

out the meeting invitation and a 
request for specific information 

(normally policies)

The SQA Coordinator will collate 
the requested information and 

upload the files to the SQA Hub by 
the stipulated deadline

The SQA will email the SQA 
Coordinator with a list of the 

people they would like to speak 
to at the Systems Verification 

Meeting

The SQA will respond to confirm the 
attendees from the College

The SQA will attend the Systems 
Verification Meeting, alongside 

the SQA Coordinator and 
requested attendees

During the Systems Verification 
Meeting the SQA will request to 

visually see some policies and ask 
questions on any areas where 

they need clarification

The SQA will email the SQA 
Coordinator the Systems 

Verification Outcomes Report - 
End Stage 1 - See Stage 2

The SQA Coordinator will inform all relvant staff about 
the date of the verification meeting & arrange for staff to 

be available to be interviewed
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