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Copyright 

______________________________________________________________________________ 

National Logistics Training Consortium: hereinafter referred as ‘NLTC’ reserves the right to protect the contents of 

this publication by means of stringent copyright protection.  

Copying of this publication either in full or partial form, including all parts of this publication is not permitted in any 

media form whatsoever without the permission of the copyright holder; in this case being NLTC.  

NLTC approved centres and appointed development personnel are permitted authority of exemption to this notice, 

provided that any copy is made expressly for the purpose of delivery of the qualification.  

Additional use or copy of this publication must be applied for and written authority granted.  

 

 

Version and Issue 

______________________________________________________________________________ 

Version  Date Issue 

         Original        April  2025  

   

   

   

   

   

 

This document sets out the specification for the qualification. It also includes the qualification syllabus and the centre 

operation procedure (COP).  

Note that the COP sets out the specific requirements which centres must comply with in order to provide this 

qualification. Frequently the subject matter in the specification is provided in greater detail within the COP.  
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Qualification Overview 

______________________________________________________________________________ 

 

1. Objective 
 

National Logistics Training Consortium (NLTC) has developed the qualification with learning outcomes and 

assessments which have been developed specifically with in compliance with:  

•  First Aid at Work Health and Safety (First Aid) Regulations 1981 Guidance on Regulations (L74)  

 

•  Resuscitation Council (UK) Guidelines 

 

The qualification is designed and intended to confirm that the holder has the required understanding and ability to 

competently carry out the role of a first aider at work.  

 

This includes the ability to correctly:  

 

•  Understand the role of the first aider, including reference to: 

•  The importance of preventing cross infection. 

•  The need for recording incidents and actions. 

•  Use of available equipment. 

•  Assess the situation and circumstances in order to act safely, promptly and effectively in an emergency. 

•  Administer first aid to a casualty who is unconscious (including seizure). 

•  Administer cardiopulmonary resuscitation and use an automated external defibrillator. 

•  Administer first aid to a casualty who is choking 

•  Administer first aid to a casualty who is wounded and bleeding 

•  Administer first aid to a casualty who is suffering from shock 

•  Provide appropriate first aid for minor injuries (including small cuts, grazes and bruises, minor burns and   
           scalds, small splinters). 

Upon completion of the qualification, the learner will achieve a thorough understanding of the required role and 
responsibilities which are relevant to the first aider.  

  

 

2. Who it is designed for. 
 

The qualification is designed for people who can give emergency first aid to someone who is injured or becomes ill 

while at work. In order to also provide first aid to a range of specific injuries and illnesses, the learner will be required 

to undertake a first aid at work qualification.  
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3. Pre-Requisites 
 

Learners are required to be at least 14 years of age and to be suitably able to carry out the required practical 

exercises which will be conducted throughout the qualification.  

No other formal entry requirements are prescribed; however, learners should be made fully aware of the physical 

requirements of the qualification prior to beginning the qualification. NLTC also recommends that learners have a 

minimum of level two, or equivalent in numeracy and literacy.   

 

4. Qualification Aim 
 

The aim of the qualification is: 

That the holder of the qualification obtains the level of skill, knowledge and ability to effectively carry out the role of 

the emergency first aider in the workplace.  

The holder of the qualification will know the appropriate and effective actions to take in order to administer the 

correct treatment, support or assistance, as set out in section 25, to a casualty following an incident which has 

caused harm in the workplace.   

 

5. Total Qualification Time 
 

     Qualification Type        Total Qualification 
      Time 

      Guided Learning Credits 

EFAW 7 Hours 6 Hours 1 

 

Learners are required to undertake the required duration of guided learning, provided by an appropriate and qualified 

teacher for this qualification.  

6. Level 
 

This qualification is set to level 3. 

 

7. Option Routes 
 

Learning for the qualification may be undertaken by the following methods:  

 

• Direct classroom tuition 

• Distance learning 

• E-learning  

• Blended learning 
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8. Cost 
 

Examination (Initial)   = £12.50 

Examination (Re-Qualification) = £12.50 

Replacement certificate   = £5.00 

(Costs are subject to VAT @ 20%) 

 

 

9. Method of the qualification 
 

The qualification requires 6 hours of direct tuition, which may be in person or blended. Following the teaching, 

learners are required to undertake a multiple-choice examination.  

Prior to undertaking the examination, learners are required to demonstrate competence by means of practically 

demonstrating four mandatory exercises. These exercises will be assessed by an NLTC authorised assessor. The 

practical exercises may be carried out immediately after tuition relevant to the exercise.  

If tuition has been provided by means of remote or e-learning, the practical assessments must be successfully 

carried out, in person, at the examination venue before the learner is permitted to attempt the multiple-choice 

examination.   

The re-qualification requires 12 hours of direct tuition, all other requirements in this part are the same for both the 

initial and the re-qualification.  

 

 

 Duration       Open Book        Questions      Pass Mark 

      Multiple Choice Exam    24 minutes     No     16     70% (11) 

 

 

Practical Exercise  

1.            CPR and safe use of an AED 

2.            Choking casualty 

3.            Unconscious casualty 

4.            Wounds, bleeding and shock 
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10. Assessment  
 

The assessments are designed to test the learners understanding and knowledge of the entire syllabus. This 

provides an accurate confirmation of the individuals ability and suitability to hold the qualification.  

 

Before being permitted access to the multiple-choice examination, each learner must have successfully 

demonstrated a suitable ability to carry out the four practical exercises. Centres must provide evidence of this 

suitability by means of carrying out each of the practical exercises. These must be assessed by a qualified assessor, 

which may be the teacher. The practical exercises and assessments may be carried out immediately following the 

tuition, or, in the case of blended learning, may be carried out when the learner attends the centre to undertake the 

examination. Note that the learner may not be permitted access to the examination until a suitable assessment for all 

four exercises has been completed.  

 

The multiple-choice examination must be carried out in accordance with NLTC examination policies and guidelines.  

 

The examination consists of 16 questions, covering the entirety of the syllabus. The examination has a maximum 

duration of 24 minutes, providing an average of 90 seconds per question.  

 

The required pass mark is 70%, equating to a requirement to return at least 11 correct answers.  

 

Learners may leave the examination room prior to the end of the examination but may not re-enter until the 

examination has ended.  

 

 

Examination Series 
 

Centres have the option to either provide the multiple-choice examination by means of a centre-marked paper 

examination, or by online examination. The latter being the preferred method of NLTC.  

 

Centres are provided with two series of examinations. Series A and Series B. Selection of each series is at the 

discretion of the centre; however, it is expected that a reasonably equal selection of each series is applied across all 

examinations ran by the centre throughout each year. 

 

If a learner fails to obtain a pass using one series, the learner must use the other series in order to sit a second 

examination. In the event of a second failed attempt, the centre is required to contact NLTC for advice.  

 

 

11. Duration of certificate 
 

The certificate has a duration of three years.  

 

 

 

12. Language  
 

The assessments are provided exclusively in English.  
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13. Recognition of prior learning 
 

No formal RPL is recognised for this qualification. However, centres may request recognition in specific 

circumstances from NLTC. In these circumstances NLTC will consider each request on an individual basis.  

 

Any such request must be accompanied by evidence relating to the request. The request must also be provided to 

NLTC in sufficient time for NLTC to provide a considered decision. Under no circumstances may any alteration to the 

qualification be applied by a centre before receiving confirmation from NLTC.  

 

The likely, or potential, outcome of recognising prior learning will be:  

 

a. A reduction in the required total qualification time. 

 

b. The requirement to carry out one or more of the practical assessments. 

 

14. Reasonable Adjustments & Special Considerations 
 

A request for a reasonable adjustment can be made by a centre, using the facility on the NLTC portal.  

 

It is important that learners are not excluded from attending the qualification for reasons of disability, impairment, or 

other physical or mental reason. However, we need to bear in mind that this qualification requires a certain level of 

physical activity which must be assessed. Therefore, any reasonable adjustment requested must consider whether 

the learner is actually capable of carrying out these assessments, without assistance.  

 

All requests for reasonable adjustments must be provided by the centre to NLTC in a timeframe which is suitable to 

provide adequate consideration. Under no circumstances may any centre provide any adjustment to the qualification 

without authorisation from NLTC.  

 

If a learner has reason to request a special consideration following their assessments, for example, the examination 

was held in a noisy environment, etc, the centre must provide the learner with details of how to request a special 

consideration from NLTC.  

 

See Appendix G for more information.  

 

 

15. Internal Quality Assurance 
 

Each centre is required to have at least one person who is responsible for internal quality assurance (IQA). The 

identity and contact details of the IQA must be uploaded to the NLTC database for each centre.  

 

Centres may have their own or use the services of an external IQA. The IQA must hold a qualification which is 

recognised by NLTC for this role.  

 

Each centre is required to provide an annual internal quality report.  

 

The requirements for this are set out in appendix C.  
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16. Re-Qualification 
 

There is no re-qualification structure for this qualification, therefore, the current holder will be required to undertake a 

qualification exacting to the requirements set out in this specification.  

 

The qualification can be taken at any time. Whether this is within the duration of a current qualification, or an initial 

qualification, the commencement date of the qualification will be from the date that the examination has been 

passed. No reference will be made to any existing qualification.  

 

 

 
 

17. Teaching Requirements 
 

In this section the term ‘teacher’, ‘trainer’, or ‘tutor’, is commonly presented as ‘teacher’. 

 

In order to be approved for this qualification, a teacher must fulfil 3 criteria:  

 

a. Occupational knowledge and competence in first aid. 

 

This can be by means of holding a current first aid at work certificate.  

 

b. Knowledge and competency in teaching first aid. 

 

This can be by means of holding an acceptable teaching / training certificate.  

Note that a list of acceptable qualifications for this is provided in appendix B, which includes approval 

via RADAT.  

 

c. An acceptable log of teaching first aid within the last three years; or an acceptable record of 

competency assessing theoretical and practical first aid qualifications under the supervision of a 

suitably qualified trainer.  

Each centre must have at least one approved teacher, however, it is acceptable for a teacher to be 

approved at multiple centres.  

 

More information is available in appendix B.  
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18. Assessor Requirements 
 

Similarly to the requirements for a teacher, assessors must be approved by NLTC. It is accepted that, 

commonly, the teacher will also be the assessor. Regardless of this, the teacher / assessor will require 

approval separately.  

Like the requirements for the teacher, there are three criteria:  

 

a. Occupational knowledge and competence in first aid. 

 

This can be by means of holding a current first aid at work certificate.  

 

b. Knowledge and competency in teaching first aid. 

 

This can be by means of holding an acceptable assessing qualification. 

 

Note that a list of acceptable qualifications for this is provided in appendix B, which includes approval 

via RADAT.  

 

c. An acceptable log of assessing first aid within the last three years; or an acceptable record of 

competency assessing theoretical and practical first aid qualifications under the supervision of a 

suitably qualified trainer.  

 

More information is available in appendix B.  

 
19. Venue Requirements 
 

All venues used by centres for this qualification must be conducive for learning and are required to meet 

acceptable health and safety standards.  

Classrooms must be of a suitable size to accommodate all learners, the teacher, the IQA, and an external 

NLTC quality control officer. The size of the room must also be suitable for the practical exercises, 

demonstrations and assessments.  

As many of these exercises will be carried out on the floor, it is a requirement that floor surfaces are suitably 

clean, free of debris and objects, and otherwise suitable for this to be carried out.  

Venues must also provide suitable seating, writing surfaces, toilet facilities, ventilation, lighting, heating, 

access, exits, cleanliness, and have an absence of distracting noise.  

 

More information is available in appendix A.  
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20. Teacher, Learner Ratio 
 

The maximum permitted ratio is 12 learners per 1 teacher.  

 

In order to have 12 learners in attendance, it is recommended that the teaching area has at least 34 square 

metres. This equates to 2 square metres per learner plus and additional 10 square metres.  

 

Centres should not permit more learners on to a training course than the maximum ratio (12 – 1), or so many 

learners that the venue does not have sufficient area to carry out the examinations. It is a requirement that 

learners are seated at least 1 metre apart, in order to prevent collusion, and that at least 4 square metres are 

available for the invigilator, and the possibility of an IQA or NLTC quality control officer viewing the 

assessment. This requires a minimum of 1 square metre per learner plus 4 square metres. i.e., in order to 

seat 12 learners, the assessment room must be at least 16 square metres.  

 
21. Required Equipment (Resources) 

 

Centres must provide, at least, the resources set out in the table on the following page.  

 

The resources must be in a suitable condition. 

 

The resources are required, in the ratio set out in the table, for all first aid at work qualifications, regardless of 

whether the teaching takes place at the centre’s main location, or at a mobile location.  

 

The list is a minimum requirement. Centres may provide additional items or exceed the minimum ratios set out 

in the table.  

 

As appropriate, resources must be frequently sanitised thoroughly after each use.  

 

Teachers must ensure that resources are in a safe condition of use.  
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Resource  Requirements  

 
Resuscitation manikins  
 

 
Provided at a minimum ratio of 1 manikin per 4 learners.  
 

 
Hygiene  

 
Sufficient procedures must be in place to ensure hygiene during the use 
of resuscitation manikins and other training equipment.  
 

 
AV Equipment & Training Aids 

 
Sufficient audio-visual equipment and training aids should be available to 
facilitate learning using varying methods.  
 

 
 
Learning materials  

 
Learners must be provided with clear and accurate reference books / 
handouts covering the topics included in the qualification. Learners 
should have access to these reference materials for the validity of their 
qualification.  
 

 
AED Trainer Device 
 

 
At least 1 AED trainer device must be available per 4 learners.  
Where fewer AED trainers are provided, learning hours / lesson plans 
should be adjusted accordingly to ensure learners are not disadvantaged.  
 

 
Bandages & dressings  

 
Sufficient clean bandages, dressings and other items commonly found in 
a first aid kit must be available to facilitate training and assessment.  
 

 
Choking vest / manikins 

 
Resources which can be used to demonstrate back blows, and 
abdominal thrusts must be provided. These may be either a choking vest 
or a manikin.  
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22. Administration  
 

Prior to carrying out the qualification, centres must inform NLTC of the intention. This requires the centre to 

upload the details of the course using the NLTC database.  

 

This must be completed with at least 4 normal working days prior to the expected start date of the course.  

 

The required information will include:  

• Date and time of the course beginning. 

• Location details 

• Date and time of the examination. 

• Teacher details  

This will generate course approval.  

More information is available in appendix D.  

 

 
23. Mobile Courses 

 

It is acceptable for the teaching, practical assessments and examination to be carried out at various locations 

away from the centre head office. In this case each venue must meet the criteria and standards set out in this 

specification.  

All requirements of this specification are equally relevant to mobile courses. Centres are responsible for 

assuring that the venue meets these requirements and that teachers have the required resources to carry out 

the teaching, assessing, and examinations compliantly.  

 

More information is available in appendix L.  

 

 
24. Teaching Materials   

 

Teachers must be in possession of, and use, materials which have either been provided by, or are approved 

by, NLTC for this qualification.  

 

These include:  

• PowerPoint Presentation  

• Course Manual to be provided to each candidate 

The materials must be the current versions.  

The venue must have a suitable means to display the PowerPoint presentation, such as a projector and 

screen or television.  
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25. Syllabus   
 

The following pages set out the syllabus for the qualification .  

 

Note that teaching for the qualification does not have to follow the exact order of the syllabus. Teachers are 

free to decide which order they choose to provide teaching, provided that the entire syllabus is covered 

sufficiently throughout the qualification.      



 

Reference  Syllabus series A 
 

Level 3 

Title  Understand the role and responsibilities of a first aider 
 

 

Syllabus Ref 
 

Topic  
 

Sub-Topic 

 
 
 
 
 

A.1  

 
 
 
 
 
Identify the role and responsibilities of a first aider 

Identification of the roles and responsibilities of a first aider may 
include:  
 

• Preventing cross-infection  

• Recording incidents and actions  

• Safe use of available equipment 

• Assessing an incident 

• Summoning appropriate assistance 

• Prioritising treatment  

• Dealing with post-incident stress 

 

 
 
 
 
 
 

A.2 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
Identify how to minimise the risk of infection to self and others 

Minimising the risk of infection may include:  
 

• Personal Protective Equipment (PPE)  

• Hand hygiene  

• Disposal of contaminated waste  

• Using appropriate dressings  

• Barrier devices during rescue breaths  

• Covering own cuts  

 
Explain that others may include casualties, work colleagues, visitors or 
people within the workplace environment. 
 

A.3 Identify the need for consent to provide first aid Identifying the need to gain consent may include:  

• Obtaining consent  

• Implied consent 
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Reference  Syllabus series B 
 

Level 3 

Title  Be able to assess an emergency situation safely 
 

 

Syllabus Ref 
 

Topic  
 

Sub-Topic 

B.1 Conduct a scene survey Conducting a scene survey includes: 
 

• Checking for further danger  

• Identifying the number of casualties  

• Evaluating what happened  

• Prioritising treatment  

• Delegating tasks 

B.2 Conduct a primary survey of a casualty The primary survey sequence includes:  
 

• Danger  

• Response 

• Airway  

• Breathing  

• Circulation 
 

B.3 Summon appropriate assistance when necessary Summoning appropriate assistance includes: 
 

• Shouting for help 

• Calling 999/112 via speakerphone or bystander 

• Leaving the casualty to call 999/112 

• Calling an NHS emergency helpline such as 111 
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Reference  Syllabus series C 
 

Level 3 

Title  Be able to provide first aid to an unresponsive casualty 
 

 

Syllabus Ref 
 

Topic  
 

Sub-Topic 

C.1 Identify when to administer Cardiopulmonary Resuscitation 
(CPR) 

Identifying when to administer CPR includes:  

• When the casualty is unresponsive and not breathing  

• When the casualty is unresponsive and breathing normally 

• When the casualty is unresponsive and agonal breathing 

C.2 Demonstrate adult CPR using a manikin 
 
Include:  
 

• At least 2 minutes of CPR demonstration at floor level.  
 

• Use of rescue breath barrier devices.  

• Provide a demonstration of CPR, including:  
 

• 30 chest compressions 

• Correct hand positioning 

• 5-6cm compression depth 

• 100-120 per minute 
 

• 2 rescue breaths 
 

• Correct rescue breath positioning 

• Blowing steadily into mouth (about 1 sec to make chest rise) 

• Taking no longer than 10 seconds to deliver 2 breaths 
 

C.2.1 Use of an AED (Defibrillator)  AED (Defibrillator) demonstration, to include:  
 

• Correct placement of AED pads 

• Following AED instructions 

• Method of use for publicly available AED 
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C.3 Identify when to place a casualty into the recovery position Identifying when to place the casualty into the recovery position 
includes when the casualty has lowered levels of response and: 
 
•  Does not need CPR 

•  Is breathing normally 

•  Is uninjured 

 
Explanation that an injured casualty may be placed in the recovery 
position if the airway is at risk (e.g. fluids in the airway or if the first 
aider needed to leave the casualty to get help). 
 

C.4 Demonstrate how to place a casualty into the recovery 
position 
 

Demonstrate and explain how to place a casualty into the recovery 
position.  
 

• Placing in a position that maintains a stable, open, draining 
airway at floor level 
 

• Continually monitoring airway and breathing 
 

• Turning the casualty onto the opposite side every 30 minutes 
 

• Placing heavily pregnant casualty on their left side 
 

C.5 Demonstrate continual monitoring of breathing whilst the 
casualty is in the recovery position 

Provide an explanation for the necessity to provide continual checking 
for normal breathing, in order to ensure that cardiac arrest can be 
identified immediately. 
 

C.6 Identify how to administer first aid to a casualty who is 
experiencing a seizure 
 

Administering first aid to a casualty having a generalised seizure 
includes: 
 

• Keeping the casualty safe (removing dangers) 

• Noting the time and duration of the seizure 

• Opening airway and checking breathing post seizure 

• Determining when to call 999/112 
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Reference  Syllabus series D 
 

Level 3 

Title  Be able to provide first aid to a casualty who is choking 
 

 

Syllabus Ref 
 

Topic  
 

Sub-Topic 

D.1 Identify when a casualty is choking.  
 
Mild choking  

Demonstrate how identifying mild choking includes recognising that the 
casualty is able to:  
 

• Speak  

• Cough  

• Breathe 

 

D.1.1 Identify when a casualty is choking.  
 
Severe choking 

Demonstrate how identifying severe choking includes recognising the 
casualty is:  
 

• Unable to cough effectively  

• Unable to speak  

• Unable or struggling to breathe  

• In visible distress  

• Unconscious 

 

D.2 Demonstrate how to administer first aid to a casualty who is 
choking 

Administering first aid for choking includes: 

• Encouraging the casualty to cough.  

If this is ineffective, administer:  

• Up to 5 back blows 

• Up to 5 abdominal thrusts 

• Calling 999/112 when required 

• CPR if unconscious 
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Reference  Syllabus series E 
 

Level 3 

Title  Be able to provide first aid to a casualty with external bleeding 
 

 

Syllabus Ref 
 

Topic  
 

Sub-Topic 

E.1 Identify whether external bleeding is life-threatening 
 
Arterial bleeding  

Identifying the severity of arterial bleeding includes recognising the 
blood:  
 

• Is under pressure  

• Spurts in time with the heartbeat  

 
‘Recognition that arterial bleeding is a life-threatening emergency’ 
 

E.1.1 Identify whether external bleeding is life-threatening 
 
Venous bleeding 

Identifying the severity of venous bleeding includes recognising the 
blood:  
 

• Volume in veins is comparable to arteries  

• Flows profusely from the wound  

 
‘Recognition that venous bleeding is a life-threatening emergency’  
 
Provide teaching which enables the learner to identify capillary 
bleeding. This should include recognising that blood trickles from the 
wound.  
 
Capillary bleeding is not a life-threatening emergency 
 
 
 
 
 
 



NLTC Level 3 First Aid at Work 

 

19 
 

NLTC Level 3 Award in Emergency First Aid at Work 
 

E.2 Demonstrate how to administer first aid to a casualty with 
external bleeding 

Administering first aid for external bleeding includes: 

• Maintaining aseptic technique 

• Sitting or lying the casualty 

• Examining the wound 

• Applying direct pressure onto (or into) the wound 

• Dressing the wound 

 

E.2.2 Demonstrate how to administer first aid to a casualty with 
catastrophic bleeding 

Administering first aid for external catastrophic includes: 

• Wound packing  

• Tourniquet application  

• Improvised tourniquet application 
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Reference  Syllabus series F 
 

Level 3 

Title  Know how to provide first aid to a casualty who is suffering from shock 
 

 

Syllabus Ref 
 

Topic  
 

Sub-Topic 

F.1 Recognise when a casualty is suffering from shock Explanation of  “hypovolaemic” shock (resulting from blood loss). 
 
Recognition hypovolaemic shock includes:  
 

• Pale, clammy skin  

• Fast, shallow breathing  

• Rise in pulse rate  

• Cyanosis  

• Dizziness/passing out when sitting or standing upright 

 

F.2 How to administer first aid to a casualty who is suffering from 
shock 

Explain that administering first aid for hypovolaemic shock includes:  
 

• Treating the cause  

• Casualty positioning  

• Keeping the casualty warm  

• Calling 999/112 
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Reference  Syllabus series G 
 

Level 3 

Title  Know how to provide first aid to a casualty with minor injuries 
 

 

Syllabus Ref 
 

Topic  
 

Sub-Topic 

G.1 How to administer first aid to a casualty with small, 
minor, cuts and grazes  

  

 

Administering first aid for small cuts and grazes includes:  
 

• Irrigation  

• Dressing 

G.1.1 How to administer first aid to a casualty with bruises Administering first aid for bruises is undertaken by means of 
applying a cold compress for 10 minutes 
 

G.1.2 How to administer first aid to a casualty with small 
splinters 

Explain the procedure for removing small splinters.  
 

• Cleaning of area  

• Remove with tweezers  

• Dress 

G.1.3 How to administer first aid to a casualty with a nosebleed Explain the procedure to apply first aid for a nosebleed. 
 

• Sitting the casualty down, head tipped forwards 

• Pinching the soft part of the nose  

• Telling the casualty to breathe through their mouth 

G.2 How to administer first aid to a casualty with minor burns 
and scalds 

Explain the procedure to provide first aid for minor burns and 
scalds.: 
 

• Cooling for 20 minutes  

• Removing jewellery and loose clothing  

• Covering the burn  

• Determining when to seek advice 



 
Appendix A = How to get centre approval 
 

 
Existing NLTC centres  
 

Log in to the NLTC database, select qualifications, then scroll down to ‘First Aid at Work’.  

 

Select approval, and the database will provide you with an approval form. Simply complete this and return 

it to NLTC.  

 

There is no additional charge for NLTC members to provide this qualification.  

 

New centres.  
 

New centres can fill in the form online from the general NLTC website (nltc.co.uk). 

 

New centres have two options:  

 

a. Join NLTC with approval to run NLTC regulated courses = £300 per year 

 

b. Join NLTC with approval to run regulated courses, as well as Driver CPC and ADR = £500 per year 

 

What you will require 

 

 

 

Personnel 

 
An approved teacher 

 

 
See appendix B 
 

 
An approved assessor  

 

 
See appendix B 
 

 
Internal Quality Assessor (IQA) 

 

 
See appendix C 

 

 

Equipment 

 
Resources  

 
See section 21 
 

 
Teaching materials  

 

 
See section 24 

 

 

You will need a suitable venue to provide the qualification, however, this does not need to be a permanent 

location. Centres can provide the qualification on a mobile basis. It is important to remember that the 

centre is responsible for the suitability of the venue.  
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Appendix B = Teacher / Assessor Approval 
 
It is acceptable for the teacher to also be the assessor and the examination invigilator.  

 

Teachers are required to have: 

 

a. Occupational knowledge and competence in first aid. 

 

This is evidenced by holding a first aid at work qualification, or a medical registration. 

  

b. Knowledge and competency in teaching first aid.  

 

This is evidenced by holding an acceptable teaching or training qualification; and either:  

 

i. Providing an acceptable log of teaching first aid in the last three years. 

 

ii. Providing an acceptable record of competency teaching theoretical and practical first aid 

sessions under the supervision of a suitably qualified teacher.  

 

Note: Teachers who have provided the first aid element during the ADR course, or the Driver CPC module 

for first aid, will be considered as meeting the criteria in i.  

 

Assessors are required to have:  

 

a. Occupational knowledge and competence in first aid.  

 

This is evidenced by holding a first aid at work qualification, or a medical registration. 

 

b. Knowledge and competency in assessing first aid. 

 

This is evidenced by holding an acceptable assessing qualification or CPD* training; and either: 

 

i. Providing an acceptable log of assessing first aid in the last three years. 

 

ii. Providing an acceptable record of competency assessing theoretical and practical first aid 

sessions under the supervision of a suitably qualified teacher. 

 

  

A teacher / assessor who is approved for one centre, may also be approved for another centre.  

 

Centres are permitted to use freelance, or otherwise third party, teachers. In this case the centre should 

carry out suitable quality control measures, as the actions of the teacher or assessor will be viewed as the 

actions of the centre.  

*CPD = Continued Professional Development  
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Appendix C = Internal Quality Assurance 
 
Centres are required to have a nominated internal quality assurer, known as an IQA.  

 

The IQA is responsible for the quality assurance of the centre.  

 

The IQA is required to have knowledge and competency in first aid as well as for internal quality 

assurance.  

 

The requirements are: 

 

a. Occupational knowledge and competency in first aid 
 

This is evidenced by holding a first aid at work qualification, or a medical registration.  

 
b. Knowledge and competency in internal quality assurance 

 

This is evidenced by holding an acceptable internal quality assurance qualification / CPD training.  

 

Additionally, IQA’s must have:  

 

• Knowledge of the requirements of the qualification they are assessing at the time any 

assessment is taking place.  

 

• Knowledge and understanding of the role of the assessors. 

 

• Visit and observe assessments. 

 

• Carry out other related internal quality assurance. 

 

IQA’s may not quality assure any course which they have participated in as a teacher or assessor.  

 

NLTC require, at least: 

a. An annual report confirming the centres activities and quality assurance policies, staff CPD*, etc. 

 

b. An internal quality control report for 5% of the courses and assessments carried out annually by the 

centre.  

 

c. A report following any extraordinary event relevant to the centre.  

*CPD = Continued Professional Development 
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Appendix D = Examinations & Practical Assessments 
 
Practical Assessments 
 

Practical Assessments are a requirement for the qualification. Learners are required to demonstrate 

competence in each of the practical assessments, by means of providing a demonstration to an approved 

assessor.  

 

Learners are required to prove competence in all four practical assessments. Without this, the learner 

may not be permitted to attend the final multiple-choice examination.  

 

The four practical assessments are:  

 

1.            CPR and safe use of an AED 

2.            Choking casualty 

3.            Unconscious casualty 

4.            Wounds, bleeding and shock 

 

 

It is preferred for the assessments to take place following the teaching for the subject, however, it is not a 

set requirement. The order and time of the assessments is at the discretion of the assessor.  

 

When teaching has been provided by blended means, the practical assessments must be carried out in 

person at the physical centre.  

 

Each assessment must be observed and marked by an authorised and competent assessor. The 

assessor may also be the teacher.  

 

Each learner must receive a satisfactory mark, confirming that the learner has demonstrated ability and 

understanding of the subject. If a learner has failed to prove such ability and knowledge, the learner may 

attempt the assessment again following retraining. In this case, the teacher should bear in mind the needs 

of other learners attending the course.  

 

The assessor must complete the practical assessment form for each candidate. This must be signed by 

the assessor confirming that they have viewed a competent and compliant performance from the learner.  

 

Only after successfully completing all four practical assessments, may a learner be provided with the 

multiple-choice examination.  
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Examination 
 

There are two options which a centre can choose for the examination.  

 

1. Paper based examination 

2. Online examination. 

Paper based examination 

This is not NLTC’s preferred method of examination; however, NLTC does recognise that this method is 

frequently used for this qualification by other awarding bodies. NLTC recommends that this method of 

examination is restricted to mobile courses when the online option is not available.  

The question papers are available on the database. The centre should print the required number of 

question papers, plus a small number of additional papers in case of damage during the actual 

examination, etc.  

Learners will read the questions in the question paper and insert their selected answer onto the paper. 

This must be added using black or blue ink. Pencils are not permitted. These are then marked by the 

centre, using the answer form which is also available on the database.  

NOTE: Examinations carried out this way are subject to the NLTC self-marking policy, which is included in 

appendix M.  

Online examination 

This is the preferred method of examination. 

Each candidate should be provided with a PC, Laptop, or Tablet, which has a screen size of at least 10 

inches, a keyboard and mouse facility.  

Learners should be provided with full instruction and be permitted to use the demonstration examination 

prior to undertaking the actual examination.  

All examinations 

The database provides two series of examinations. Series A and Series B. Centres should select which 

series of examinations they intend to use for the examinations. Centres should vary use of these 

examinations in such a way that annually an even spread of both series have been applied.  

All learners must be enrolled onto the NLTC database before the examination start date.  

Examinations must be carried out under strict examination conditions. 

It is a recommended practice that the teacher of the course is not also the examination invigilator.  

Learners must undertake a thorough examination briefing prior to the start of the examination.  

Resitting failed examinations 

Learners who fail to obtain a pass may undertake another examination. This must be undertaken using a 

different series to the previous examination. In this case, the centre must contact NLTC in order to have a 

resit added to the system.  
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Appendix E = How to run the qualification 
 
Before any qualification can take place, the centre must add all of the details onto their NLTC database 

page. This will generate an approval for the qualification to take place.  

 

At the start of the teaching, all learners must be provided with a site safety brief, rules for the qualification, 

information regarding the practical assessments, and the end of course examination. Learners must also 

be informed of the content of the days training and duration of the teaching periods.  

 

Centres should provide joining instructions to learners prior to attendance, which include the above 

information, along with details of how to request reasonable adjustments, make complaints, and the 

centres cancellation and refund policies. Learners should also be made aware of the physically practical 

nature of the course and advised to wear appropriate clothing. This should allow each learner to make an 

informed decision regarding their physical ability to undertake the teaching prior to enrolling onto the 

course.  

 

An approved teacher will provide the training. Although NLTC provides a PowerPoint presentation for this, 

it should be understood that this is a practically based course and that the PowerPoint presentation is 

intended to be a prompt or back up to the demonstrations and teaching provided. Teaching should not be 

provided solely or predominantly by the PowerPoint presentation.  

 

The qualification requires four practical exercises to be undertaken and successfully demonstrated by 

each learner (see appendix D). These practical assessments may be carried out following the teaching of 

the relevant subject, or at a time deemed to be more appropriate by the teacher and assessor.  

 

Although a syllabus is set out in this specification, teachers are not required to provide the course in the 

order set out in the syllabus, provided that the entire syllabus is covered during the teaching.  

 

Teaching of the course has to be for 6 hours, not including breaks, administration or examinations. Note 

that the teaching does not have to be carried out in a single or over consecutive days, it is acceptable to 

run the course over a prolonged period, provided that the duration between the start of the course and 

completion of the examination is no longer than 10 weeks. It is recommended that the qualification is 

completed in a single day. 

 

Learners may only attempt the examination once the teaching has been completed, and they have 

successfully demonstrated the ability to carry out the practical assessments.  

 

Examinations must run as set out in appendix D.  
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Appendix F = Re-Qualification 
 
The qualification has a duration of three years from the date that the examination has been successfully 

completed.  

 

After this period, the qualification is no longer valid.  

 

Learners may undertake another qualification at any time during the validity of their current qualification. 

However, the new qualification will have no bearing on or reference to the existing qualification.  

 

In order to reduce the possibility of a qualification holder, losing their qualification, it is strongly 

recommended that learners undertake another qualification with at least 1 month remaining on their 

current qualification.  
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Appendix G 
Reasonable Adjustments & Special Considerations 
 
This document has been developed collaboratively with the following organisations: 

 

• The First Aid Quality Partnership 

• The First Aid Awarding Organisation Forum 

• The Resuscitation Council UK 

 

The Health and Safety Executive has been consulted on content relevant to its regulatory responsibilities. 

 

All First Aid Training Providers should support and comply with the requirements of the 

Equalities Act 2010. Any Learner assessment should be a fair test of their knowledge 

and the skills they have obtained. For some Learners, however, the usual format of 

assessment may not be entirely suitable. 

 

 Training Providers should be committed to making sure individuals with special 

educational needs, disabilities, temporary illness or injury or other adverse circumstance 

outside their control are not unfairly disadvantaged when undertaking first aid 

qualifications or assessments. 

 

With a view to removing barriers which prevent Learners from undertaking assessments, 

reasonable adjustments may be made and special consideration may be given. These 

arrangements ensure that Learners are able to undertake assessments on a fair and 

equitable basis and they allow Learners to receive recognition of their achievements 

while ensuring the integrity, validity and reliability of the assessment process is 

maintained. 

 

Reasonable adjustments 
 

The Equality Act 2010 defines disability as a physical or mental impairment which has a 

substantial and long-term adverse effect on a person’s ability to carry out normal day to-day activities. 

 

The aim of a reasonable adjustment is to reduce the negative impact of a disability on a 

Learner’s ability to access learning and assessment. 

 

 

Examples of reasonable adjustments a Training Provider can make for a Learner during 

a theory assessment include supporting Learners with dyslexia or other reading or 

writing disadvantages by: 

 

• Using coloured overlay on written questions 

• Giving additional time 

• Using large print format; or 

• Reading the questions to the learner and/or writing down the learner’s answers. 
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In some cases, it might not be possible to make adjustments to meet published legal 

criteria. For example, if a Learner is unable to meet the requirements of a qualification 

necessary for an employer to fulfil their obligations under Health and Safety Legislation, 

such as the Health and Safety (First-Aid) Regulations 1981. In this scenario, training 

providers may issue Learners with confirmation of the Learner’s attendance and their 

specific achievements on the course. 

 

A reasonable adjustment for a particular person may be unique to that individual and 

may not be specifically detailed within this document. 

 

How reasonable the adjustment is will depend on several factors, including the needs of 

the Learner. An adjustment may not be considered reasonable if it: 

 

• involves unreasonable costs 

• involves unreasonable timescales 

• affects the integrity or security of the assessment; or 

• impacts upon the safety and wellbeing of the Learner or others 

 

There is no duty on Training Providers/Awarding Organisations to make any adjustment 

to the assessment objectives being tested in an assessment. 

Training Providers 

 

Training Providers must be able to identify when a reasonable adjustment is required 

for a Learner and should take all reasonable steps to support Learners to achieve any 

qualification. Therefore, Training Providers must be aware of the definition of disability 

as included in the Equality Act 2010 and ensure that reasonable adjustments are 

considered (and requested with the Awarding Organisation where appropriate) for 

Learners who meet this definition. 

 

A Learner participating in a workplace first aid course does not necessarily have to 

become a workplace first-aider – there are many reasons to learn these valuable skills – 

so, every Learner must always be given ability to participate as fully as is reasonably 

possible in first aid training. 

 

 

In order to assess whether a reasonable adjustment should be made, Training Providers 

should consider: 

 

• Any minimum standard requirements Learners must meet when being assessed 

(As detailed in the relevant qualification specification or assessment guidance) 

 

• if the integrity of an assessment, and therefore the reliability and validity of the outcome, would be 

compromised or undermined 

 

• The individual needs of the Learner 

• The impact on the Learner and any other Learners 

• The cost and time incurred of making an adjustment; and 

• The safety and wellbeing of the Learner and others. 
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Special Considerations 
 
In Educational terms, a Special Consideration is defined as a ‘post assessment’ 

adjustment to a candidate’s mark or grade to reflect temporary injury, illness or other 

indisposition at the time of the examination/assessment. 

 

In first aid, the need for such Special Considerations should be avoided by delaying the 

assessment until the temporary indisposition is resolved. e.g. in the case of injury, 

delaying assessment until the Learner has recovered. It is acceptable to allow a 

reasonable period of extra time in which to complete the qualification in such 

circumstances. Training Providers should seek advice from their Awarding Organisation 

where appropriate. 

 

 

First Aid Practical Assessments 
 
It is important that no Learner is denied the chance to attend a first aid training course 

due to a disability. To assess competence and gain certification in first aid qualifications 

however, the Learner will need to demonstrate the required practical competences, 

which may include: 

 

CPR 
 

If the Learner has difficulty kneeling on the floor, they may practise with the manikin on 

a table or chair if it is safe to do so. In real life, the casualty is highly likely to fall to the 

floor, so the Learner must demonstrate CPR and the safe use of an AED with the 

manikin on the floor at least once. Padding such as a folded coat may be provided to 

kneel on during the assessment. When using an AED trainer, the Learner must perform 

the skill without assistance from a third party. 

Arthritic wrists (among other conditions) can cause an inability for the Learner to bend 

their wrists back. Alternative techniques are acceptable – the main measure of success 

should be the ability to safely and effectively compress the chest at the correct depth 

and rate, whilst applying pressure to the lower half of the sternum. 

 

 

A Learner must be able to perform CPR effectively and continuously for at least 2 

minutes to be considered competent. This must include combining rescue breaths with 

chest compressions at the current recommended ratio. 

 

Unresponsive Casualty 
 

The Learner does not necessarily have to kneel on the floor, but must perform the 

required skills safely and effectively (e.g. assessing response, opening the airway, 

assessing breathing and placing the casualty into the recovery position) without 

assistance from a third party. The casualty (usually another Learner) must be laying on 

the floor during the assessment. The Learner should be deemed to have completed the 

recovery position if they placed the casualty onto their side, so that fluids drain from 

the airway/mouth and the chest is not flat to the floor (as that may impede breathing). 
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Wounds and Bleeding 
 

The Learner must demonstrate the treatment for bleeding safely and effectively, 

including the application of pressure to a wound and applying a suitable dressing. The 

Learner usually demonstrates the treatment on another Learner, who acts as the 

injured casualty. The Learner must perform the skill without assistance from a third 

party but may ask the ‘casualty’ to help using one uninjured arm only. 

 

Other practical assessments 
 

For other practical first aid skills not mentioned within this document, the general 

principle to follow is that the Learner should be able to demonstrate the skill safely, 

effectively and in line with the assessment criteria. 

 

Visual Impairment 
 

It is possible for a visually impaired Learner to successfully undertake first aid training 

and assessment. Where an assessment contains language such as ‘look’, it is reasonable 

to amend this to ‘assess’, which can be demonstrated by using other senses/involving 

others. 

 

Hearing Impairment 
 

It is possible for a hearing impaired Learner to successfully undertake first aid training 

and assessment. Where an assessment contains language such as ‘listen’, it is 

reasonable to amend this to ‘assess’, which can be demonstrated by using other 

senses/involving others. 

 

 

Additional Support 
 

Some Learners may require additional support when attending first aid training in order 

to reduce barriers to learning and assessment. Examples include a sign language 

interpreter or a support dog. The Training Provider must reasonably facilitate this but 

not necessarily meet the direct cost of the support. 

 

An additional support person does not affect the Trainer to Learner ratio and the 

Training Provider should not charge an attendance fee for a support person to attend. 

 

Sufficient advance notice must be given in order for the Training Provider to make 

suitable arrangements. This may include checking/notifying other Learners if the 

additional support may impact on safety/wellbeing (e.g. dog hair allergy). 

 

An Employer’s Responsibilities 
 

The Health and Safety Executive publication First Aid at Work Health and Safety (First Aid) Regulations 

1981 Guidance on Regulations discusses the factors that an employer should consider when selecting 

someone to be a first aider. 
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When selecting someone to take up the role of a first aider, a number of factors need to 

be taken into account, including an individual’s: 

 

• Reliability, disposition and communication skills 

• Aptitude and ability to absorb new knowledge and learn new skills 

• Ability to cope with stressful and physically demanding emergency procedures 

• Normal duties, which should be such that they may be able to respond immediately and rapidly to an 

emergency. 

 

Where an employer decides to send an employee with a known disability on a first aid 

course, they may wish to consider discussing the need for a functional capability 

assessment with their occupational health provider prior to enrolment on the course. 

 

The employer’s legal responsibility to provide sufficient workplace first aid provision 

can, however, be achieved by using more than one person. For example, if a disability 

prevented a Learner from successfully passing a CPR assessment, but the Learner was 

able to pass all the other assessments on the first aid course, it is reasonable for the 

employer to train co-worker(s) in CPR. Acting together, the full skillset of workplace first 

aid provision is maintained. This emphasises the importance of providing a record of the 

assessments the Learner was able to successfully pass following training. 
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Appendix H = Costs 
 
NLTC has no involvement in the charges which centres make for the qualification. This is wholly between 

the centre and their client.  

 

NLTC charge for each examination attempt. The charge is made at the time of enrolment. Learners may 

not undertake the examination unless payment has been made by the centre to NLTC specifically for this 

purpose.  

 

The costs are:  

 

 
ITEM 

 
COST 

 
NOTE 

 

EFAW Examination £6.50  
Charged per occasion 

Re-Sit Examination  £6.50 

 

Course Manual  

 
£8.00 

 
Sold in multiples of 25, 

postage additional. 
 

Replacement Certificate  £5.00  
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Appendix J  = Certificate  
 
Certificates are sent by NLTC directly to the centre. The centre is then responsible for forwarding the 

certificate to the learner.  

 

Centres are free to award the certificates by means of ceremony, or other commercially advantageous 

means, as they wish to, provided that this does not have any adverse effect on the learner receiving the 

certificate.  

 

Each certificate is valid for three years.  

 

Certificates will bear: 

 

a. Ofqual logo 

b. NLTC Qualifications logo 

c. (if uploaded) The logo of the training provider 

Each certificate has a unique certificate number, which can be corroborated on the NLTC ‘check a 

qualification’ page on the website.  

If a learner loses their certificate, NLTC can provide a replacement. There is, however, a charge for this.  
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Appendix K = Blended Learning 
 
This is provided in line with FAAOF standards for blended learning.  

 

 

The time taken to complete the first aid course should not be reduced. There may be a benefit in flexibility 

but blended learning should not reduce the overall time required to take the course. 

 

The employer should provide paid time for the employee to undertake the training. The employee should 

not be required to take the distance-learning element of the course in their ‘own’ time. 

 

Following completion of the distance element of learning, the learner must be assessed by a suitably 

qualified first aid assessor (who has qualifications and experience as described in the Assessment 

Principles for Regulated First Aid Qualifications document or HSE’s GEIS3). The first aid assessor must 

be satisfied that all the assessment criteria for the learning outcomes delivered via distance learning have 

been met. Auditable evidence should be generated. It is the training provider’s responsibility to confirm 

the identity of the learner and the authenticity of the evidence. 

 

The assessment should be quality assured following national occupational standards (NOS). 

 

The minimum face-to-face learning duration for each type of course should be as follows: 

 

 
 

Course 
 

Total course minimum 
hours duration* 

 
Minimum face to face 

learning hours* 
 

Emergency First Aid at Work 6 4 

                                                                         * Excluding Breaks 

 

The general practical elements of the training course are the learning outcomes that should be delivered 

and assessed face to face. 

 

Definitions  
 

Distance learning = e-learning or virtual classroom learning 

Face to Face  = in the same room (not via the internet)  
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Appendix L = Mobile Courses  
 
It is acceptable for centres to carry out the qualification teaching, assessment and examination at a 

location other than their own head office, for example a clients premises. This practice is referred to as a 

‘mobile course’.  

 

When a mobile course is run, the centre remains as responsible for compliance with this specification, as 

the centre would for a course run at its head office.  

 

It is advised that centres visit or receive relevant information about a mobile venue before arriving to begin 

teaching there.  

 

Teaching, assessment and examination requirements are exactly the same for mobile courses as they are 

for other courses. No dispensation is provided, and the mobile course must be run to the same standard.  

 

If a paper examinations are going to used at a mobile course, the invigilator must ensure that the papers 

are secure with their location unknown to the learners throughout the teaching. In order to achieve this, 

the papers must be contained in a locked cabinet, safe, compartment or case. This may only be opened 

by the examination invigilator immediately prior to the start of the examination.  

 

If the mobile venue does not have suitable facilities to carry out the examination, then the examination 

must be carried out at a separate location which is suitable for the purpose. The details of the examination 

location must be added to the database.  

 

Centres must ensure that NLTC verification officers have unhindered access to all mobile courses. If 

necessary, the centre should include any specific site instructions in the comments section for the course. 

Note, that if an NLTC verification officer cannot locate a venue, or is not permitted unhindered access, 

NLTC will not award the qualification.  

 

 

 
 
 
 
 
 
 
 
 
 
 



NLTC Level 3 First Aid at Work 

 

38 
 

NLTC Level 3 Award in Emergency First Aid at Work 
 

 
 

 

 

 

  
 

  

Centre Marked 

Examinations 

Policy 
2025 

Appendix M = Self Marking Policy 



NLTC Level 3 First Aid at Work 

 

39 
 

NLTC Level 3 Award in Emergency First Aid at Work 
 

Introduction  

Centre marked examinations, are those which are run and marked by a centre; rather than by 

NLTC.  

For very apparent reasons, this procedure is open to potential malpractice, so is not the preferred 

method of assessment by NLTC. However, NLTC does recognise that this procedure is used within 

the awards industry, so does recognise its use within the terms of this policy.  

This policy is set in place to ensure the integrity of the assessments, the reputation of the 

qualifications and the centres who provide them, and to ensure that no learners attending the 

qualifications at any centre receive an advantage or a disadvantage.  

 

Statement 

 

1. NLTC implements a zero tolerance approach to malpractice involving assessments. If a 

centre is found to have undertaken intentional malpractice in assessment, the centre will 

have its approval removed. Further, NLTC will contact the regulator and forward all relevant 

information. This will, very probably, prevent the centre from providing regulated 

qualifications provided by any awarding body. This statement is equally relevant to 

malpractice undertaken by an individual, directly employed or not, by the centre. In this case 

the actions of the individual are viewed as the actions of the centre.  

 

2. Centres providing self-marking will be subject to additional moderation from NLTC, in order 

for NLTC to ensure that no malpractice has occurred.  

 

3. Without exception, any centre who is suspected of malpractice according to this policy, will 

have its approval suspended by NLTC for all qualifications, until the outcome of the 

investigation.  
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Policy  

1. Where there is a choice of offering an assessment by means other than centre self-marking, 

it is preferred by NLTC that the centre takes the option that does not require self-marking.  

 

2. Centres who do opt for self-marking, do so with full acceptance of the terms of this policy.   

 

3. When self-marking is carried out by a centre, the following requirements must be met:  

 

a. Assessment series must be varied. For example, if an examination is run using series A, 

then the following examination must be run using series B.  

 

b. The examination invigilator should not be the person who was the teacher.  

 

It is accepted that this could provide difficulties for qualifications which are run remotely 

from the centres main facility, therefore, in this case, the examination may be run by the 

teacher but may not be marked by the teacher  

 

c. Marking must be carried out by a person who had no involvement in teaching the course. 

This may be at a later date, for example when the teacher returns to the centre from a 

mobile course, or by means of the teacher sending the response forms electronically to 

the centre for marking.   

 

d. Marking must be undertaken remotely from the learners. It must not be carried out in the 

presence of the learners. If the marker wishes to mark the examinations immediately 

following the examination and has no means to do this away from the learners, the 

marker may request that the learners leave the examination room whilst this is carried 

out.  

 

4. Under no circumstances may a marker make any alterations to the response forms. 

 

5. All response forms and registration documents must be uploaded to NLTC within 5 normal 

working days of the examination.  

 

6. Moderation 

 

Self-marked examinations will be subject to increased moderation by NLTC. This will be by 

means of:  

a. Comparison pass rates with other NLTC centres offering the same qualifications. 

 

b. NLTC verification officers will provide unannounced invigilation visits. In this case, the 

NLTC invigilator will take over and run the examination. The pass rate of this 

examination will be compared to the average pass rate of the centre and the average 

pass rate of the teacher and invigilator.  

 

c. Scrutiny of uploaded response forms.   
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7. If the average pass rate, as set out in 6 a & b, and 8, differs by a level considered by NLTC 

to be of concern, an investigation will be carried out. If this average pass rate is considered 

by NLTC to be unacceptable; the centre approval will be suspended until the outcome of the 

following investigation.  

 

8. Proctoring 

 

NLTC reserve the right to request centres to carry out examinations by means of remote 

proctor. In this case the centre is required to accept a remote link, for example by Zoom or 

Teams, and position the camera in such a way that NLTC can view the learners undertaking 

the examination.  

 

The camera and audio must be switched on and be of an acceptable quality.  

 

9. NLTC reserves the right to withhold certification if the centre refuses, or fails, to comply with 

the terms of this policy. Additionally, in this case, NLTC reserves the right to suspend the 

centres approval, pending investigation.  

 

 

10. NLTC’s approach to this policy, is for the protection of all NLTC centres and for the  

reputation of the qualifications, which may suffer harm from malpractice.  
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