QMS manual

In-house programmes

Moderator exercises


QMS F04: In-house programme procedure and checklist
To be used in conjunction with QMS F01: Programme coordination checklist.
Responsible person: Archive manager

	Time frame
	Activity
	(
	Initial

	One week before programme start date
	Confirm number of delegates (from programme coordination checklist)
	
	

	
	Ensure catering organised
	
	

	
	Ensure sufficient petty cash available
	
	

	
	Check stationery supplies 

· flipchart paper

· markers
	
	

	Day before programme
	Ensure room is clean

Ensure sufficient chairs and tables
	
	

	Day of programme, early am
	Prepare refreshments:

· water jug and glasses

· coffee and tea

· kettle

· milk

· biscuits

· sweets
	
	

	
	Set up equipment:

· extension lead

· lap top

· data projector
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