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The Team Leader(TL) upon receiving request from client advises
client of the process.
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Client then advises a third party to pay for the DDC
Level 1(Class 1, 2, 8)  - FJD$36.00
Level 2( Class 3, 4, 5) - FJD$76.50
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Upon successful payment the client attempts all modules
within the 5 - 7 days
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Once modules are completed successfully Client
engages an Exam Supervisor who can be a
Certified Educator, Administrator or Training Officer
and confirms test venue. 

The exam supervisor confirms his/her availability as supervisor.
Once confirmation is received TL requests for copies of
credentials or employment status and signed declaration for
supervision of test.

The MANAGER or TL verifies information provided, which will
take 5 working days depending on reference check for
supervisor. 

The client is advised to liaise with the supervisor for an
exam date and time. 

Once date & time are confirmed then client request the DDC
office for an exam slot. 

Exam slot is created and client is advised accordinglyThe Client then books an exam slot and confirms with the DDC
office and the supervisor. 

30 minutes prior
to exam time 1 HOUR

TEST

Test documents are sent to the supervisor 30mins prior to exam time. The client must produce a Valid ID to
the supervisor to register for the exam.

The client upon completion of registration attempts
the test for an hour. 

The supervisor once the test is completed scans and email a copy of the
test documents and sends the original by post. 
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Test documents are printed nad passed to designated marker.

Once DDC result is updated in Ltasoft, the client is informed of the outcome

The client if passed is advised to authorise a third party to
collect the certificate.

If fail the client is advised to pay a re-sit fee and book an exam slot before advising
supervisor accordingly for a re-sit of the same paper as per exam schedule.
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