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1. Applicant makes initial contact 
2. Applicant receives Information Brochure and 

application form for Phase A 
3. Applicant submits application form for Phase A 
4. THETA determines the eligibility of applicant 
5. THETA notifies applicant of eligibility status 
6. Applicant receives information pack for Phase B 

1. Applicant compiles portfolio of evidence 
2. Portfolio of evidence received by THETA 
3. THETA allocates application to Quality Assuror 
4. Quality Assuror conducts desk study of submitted 

evidence against set criteria 
5. Quality Assuror informs THETA of decision 

whether or not to conduct on-site audit 
6. THETA notifies applicant of decision 

7. Quality Assuror and Audit Team prepare for on-
site audit activities and assign audit work 

8. Audit team prepare audit work documents 
9. THETA confirms arrangements with applicant 

10. Audit team leader conducts opening meeting 
11. Audit team collects and verifies information 
12. Audit team identifies audit findings 
13. Audit team leader manages communication with 

applicant during audit 
14. Audit team prepares for closing meeting 
15. On-site closing meeting conducted where un-

ratified findings given 

16. Audit team leader prepares and submits report to 
THETA 

17. THETA ratifies findings of desk study and on-site audit 
18. THETA approves report and distributes to applicant 

including decision on accreditation 
19. THETA retains audit trail documents 

Initiating the audit /  
accreditation system 

Document review 

Preparation for on-
site audit activities 

On-site audit 
activities 

Reporting on the 
audit 

Audit result and 
decision

Conditional Compliance Plan in 
accordance with audit findings 

PROCEDURE PROCESS FLOWPHASE 

A: Intent to be THETA 
Accredited 

B: Application to be 
THETA accredited 

Accreditation 
awarded 

Accreditation 
conditions & scope 
communicated 

Compliance result Non-compliance result  

Audit follow-up and remediation in 
accordance with audit findings 


