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Guidelines for the production of training reports
1. Delegates showing on the database as not assessed must be checked against original programme documents. Any errors must be corrected.

2. Programme numbers must be checked against original programme documents.

3. Number of delegates competent, not yet, PoE outstanding and not assessed must be cross-checked against total number of delegates.

4. All programmes included in a report must be moderated. If there is no moderation information this can be obtained from the old database; otherwise a candidate must be selected at random and moderated.

5. Reports must include invoicing information. If this is not included please refer to Audrey.

6. Every report must be checked by the facilitator before leaving LPL. If the facilitator is not available please refer to Melinda. Never send out an unchecked report.
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