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Procedure:  Internal Management of External Authenticator (EA) Appointment    

Policy Area:  S6: Assessment of Learners        

Purpose: The purpose of this procedure is to explain the process for the management of EAs within LWETB provisions.       

Scope: This procedure applies to FETQS and TSO who are responsible for appointing External Authenticators across LWETB FET provisions. Where contractors and 
apprenticeships have specific external authenticating procedures, these will apply.  

LWETB Staff Involved: FETQS  
TSO  
Payroll  

Others Involved: Stakeholders  

Related Documents: Terms of Reference EA Panel  
LWETB EA Panel Procedures of Engagement  
EA Contract of Engagement   
EA Contract of Employment 
  

Related Templates: Stage 1 – Email contact template 
Stage 2 – Expression of interest email template with 
expression of interest document 

 

Procedure Sections: 

Approach used to carry out procedure Responsibility Evidence Documentation 
1. FETQS & TSO  

1.1 A shared Outlook EA booking calendar is available to FETQS and TSO. This calendar will be used to track 
and log EA bookings across LWETB FET provisions.   

FETQS/TSO Outlook Calendar  

1.2 FETQS has created an LWETB Panel in conjunction with the TSO to ensure all fields of learning are 
represented. This panel listing is located within the LWETB EA Panel Teams which contains the 
qualifications and areas of expertise of the EAs on LWETB panel, together with their contact details.   

FETQS/TSO LWETB Teams (EA Panel)  

1.3 FETQS and TSO will use the LWETB panel for booking and appointing EAs across LWETB FET provisions. FETQS/TSO  LWETB Teams (EA Panel) 
1.4 FETQS and TSO will input the following details into the appropriate date(s) within the shared Outlook 

calendar:  
 

FETQS/TSO Outlook Calendar 
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• EA’s Name  
• Centre Name  

 
Non-Panel External Authenticators: 
 
In exceptional circumstances where the LWETB EA panel does not have a listing for an EA within a 
specialised area or field of learning, the FETQS or TSO departments can source an EA outside the 
LWETB panel.  Those who are sourced must be registered on the ETBI Directory and have completed 
the appropriate EA training. 
 
The following details are to be inputted into the shared Outlook calendar:  
 

• EA’s Name  
• Centre Name  

 
Within the Teams shared folder on the ‘Non-Panel EA Information’ channel, the following details must be 
uploaded:  
 

• The EA’s CV outlining their qualifications, area of expertise and experience (ETBI Directory) 
• The EA’s name, contact email address and contact mobile number 

 
*If FETQS wish to continue to use a non-panel EA, FETQS must ensure that this EA goes through the 
formal EA panel recruitment process.  

1.5 FETQS will upload a copy of all EA Reports to the FETQS Completed EA Reports MS Teams (within the EA 
Details private channel) 
 
All EA Reports filed will be reviewed periodically to ensure LWETB standards of EA reports are met and 
that any comments and recommendations made by EAs have been implemented.  This reviewing process 
also includes checking that areas within provisions that have been identified as requiring improvement, 

FETQS MS Teams Channel 
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have been addressed, and that areas of risk to LWETB have been resolved to meet appropriate 
authentication standards. 
 

1.6 
 

Payment of EAs from LWETB EA Panel  
 
Step 1:   EAs will complete LWETB EA Invoice  
 
Step 2:   EAs forward invoice (daily rate, travel, subsistence) to eapanel@lwetb.ie.This email 

address will be monitored by FETQS 
 
Step 3:   FETQS will review and confirm the invoice (using Google maps and Eircodes to accurately 

calculate the shortest route) 
 
Step 4:   FETQS will commence a contract on the PTT (using search requests under Contracts and 

Engagements to ensure a contract has not already been created for the EA). The contract 
should be set up for the year (Aug to July). Once the invoice is confirmed and the 
contract is created, FETQS will upload the EA details and payment for processing.  

 
Step 5:   Travel and Subsistence: Once confirmed, FETQS will forward invoice to payroll@lwetb.ie   
 
Payment of non-panel EA 
 
Step 1:   EAs forward invoice (daily rate, travel, subsistence) to eapanel@lwetb.ie.This email 

address will be monitored by FETQS 
 
Step 2:   Once reviewed, FETQS will forward the invoice to payroll@lwetb.ie using the subject line 

‘FE: Payment of Non-LWETB EA Panellist’ 
 

FETQS 
Payroll 

 

2. TSO  

mailto:eapanel@lwetb.ie
mailto:payroll@lwetb.ie
mailto:eapanel@lwetb.ie
mailto:payroll@lwetb.ie
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2.1 The TSO will appoint EAs from the LWETB EA Panel (Teams) for Training TSO   
2.2 The Provider/contractor will confirm the date to the TSO who will then input the centre(s) date(s) that 

the EA will be conducting authentication as follows: 
 

• EA’s Name  
• Centre Name  

 
In exceptional circumstances where the LWETB EA panel does not have a listing for an EA within a 
specialised area or field of learning, the TSO department can source an EA outside the LWETB panel.  
Those who are sourced must be registered on the ETBI Directory and have completed the appropriate 
EA training. 
 
The following details are to be inputted into the shared outlook calendar: 
 

• EA’s Name 
• Centre Name 

 
Within the Teams shared folder on the ‘Non-Panel EA Information’ channel, the following details must be 
uploaded:  
 

• The EA’s name, contact email address and contact mobile number 
• The EA’s CV outlining their qualifications, area of expertise and experience  

 
*If TSO wish to continue to use a non-panel EA, TSO must ensure that this EA goes through the formal EA 
panel recruitment process.  

TSO Outlook Calendar  

2.3 TSO will upload a copy all EA Reports to the TSO Completed EA Reports MS Teams Channel 
 
All EA Reports filed will be reviewed periodically to ensure LWETB standards of EA reports are met and 
that any comments and recommendations made by EAs have been implemented.  This reviewing process 

TSO  MS Teams Channel 
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also includes checking that areas within provisions that have been identified as requiring improvement, 
have been addressed, and that areas of risk to LWETB have been resolved to meet appropriate 
authentication standards. 

2.4 Payment of EAs from LWETB EA Panel**  
 
Step 1:   EAs will complete LWETB EA Invoice  
 
Step 2:   EAs will forward invoice (daily rate, travel, subsistence) to eapanel@lwetb.ie. This email 

address will be monitored by the TSO  
 
Step 3:   The TSO will review and confirm the invoice (using Google maps and Eircodes to 

accurately calculate the shortest route) 
 
Step 4:   The TSO will commence a contract on the PTT (using search requests under Contracts 

and Engagements to ensure a contract has not already been created for the EA). The 
contract should be set up for the year. Once the invoice is confirmed and the contract is 
created, the TSO will upload the EA details and payment for processing.  

 
Step 5:   Travel and Subsistence: Once confirmed, the TSO to forward invoice to payroll@lwetb.ie  

(Rates of travel and subsistence on reverse of invoice) 
 
Payment of non-panel EA 
 
Step 1:   EAs forward invoice (daily rate, travel, subsistence) to eapanel@lwetb.ie.This email 

address will be monitored by TSO. 
 
Step 2:   Once reviewed, TSO will forward the invoice to payroll@lwetb.ie using the subject line 

‘FE: Payment of Non-LWETB EA Panellist’ 
 

TSO 
Payroll 
 

LWETB EA Invoice 
LWETB EA  
Panel Email 
 

mailto:eapanel@lwetb.ie
mailto:payroll@lwetb.ie
mailto:eapanel@lwetb.ie
mailto:payroll@lwetb.ie
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** EA invoicing will continue to be paid and managed by contractor and CTO (Contract Training Officer) 
under the current arrangement.   
 

3. LWETB EA Panel  
3.1 EA members will be on panel for a two-year duration. Membership will be reviewed every two years. FETQS & TSO   
3.2 Some EAs will be identified and requested to complete an EA Oversight Report of LWETB Centre, Quality 

& Standards. The identified EA will review field of learning areas, standards and quality assurance across 
LWETB FET provisions. 

FETQS & TSO  EA Oversight Report of LWETB 
Centre, Quality & Standards 

 

FETQS Internal Review:  

Procedure Review 
Review Date:  21st April 2023 Review Log & Reason for Update:  
Version: 1.0 Quality System Index Code: PR29 
Appendix Overview: 
Appendix Txx:  Appendix Txx:  

 


