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Start

Receives email from SQA to initiate 
system verification (SV) process

Acknowledge email and 
agree on suitable date for 

the meeting

Confirm meeting arrangements with 
SQA and upload all required 

information (mainly policies) on SQA 
hub by the stipulated date

Liaises with SQA to agree  
information to be reviewed

Meeting 
confirmed?

Yes

Receive  meeting 
invitation from SQA and 

ensure all attendees have 
also received the 

invitation

No
Continue to discuss 

meeting 
arrangements

Guide and support SQA 
verifiers during the meeting 
and provide documents to 

be viewed visually

Receive SV report after the meeting 
oulining findings, agreed actions, 
recommendations and areas of 

good practice and compliance levels

Are all 
compliance 

levels green?

Yes

Disseminate the report to 
all Boards and Committees 

for discussion

No

Inform all relevant staff 
about the areas of non-
compliance and arrange 

urgent meeting to discuss

Plan any agreed actions 
and appoint responsible 

person to lead the change

The change 
affects policy?

Yes
Ensure policy is updated 

and assigned a new 
version number

Release new policy on 
public folder and website 

and ensure its 
communicated to all staff 

and students

No

Ensure lead person for 
change reports actions to 
Boards and Committees

End
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