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Learning Performance Link

Programme coordination
	Introduction


	An ad hoc process that is engaged in when a training programme has been scheduled and confirmed

	Relevant to

	All staff


	Relevant forms

	Programme schedule
QMS F01: Programme coordination checklist
QMS F04: In-house programme checklist
Printing order form

Learner information form

Attendance register

Programme evaluation form

Relevant learning material Master Copy

	Before you begin
	Before starting the process the Training Coordinator must confirm with the QAM that the current master documents for the relevant programme are up to date and reflect the latest amendments as controlled by Procedure QMS P02.

	Procedure

	

	Step
	Action

	1
	Training coordinator updates Planning Board on a daily basis. Training coordinator receives copy of Programme Schedule for the month from Client Liaison on a weekly basis.

	2
	Training coordinator confirms programme facilitator with Training Manager/CE on Planning Board 

	3
	Training coordinator communicates the possible and final date, time, venue to the facilitator on programme schedule and in facilitator pack as soon as bookings are finalised and not later than 5 days before commencement of programme.

	4
	Client liaison /training coordinator plans all travel and accommodation needs using latest version of List of Accommodation and Venues.

	5
	Client liaison ensures availability of required facilitation aids according to requests of facilitators (data projector, lap top, flip chart, markers etc)

	6

In-house programmes only
	Client liaison/training coordinator gives details of all learners registered on programme to facilitator and training manager at least 2 days before scheduled date. Details must include:

· Learner name
· Contact details

· Employer

· Payment details

	7
	Archive manager orders sufficient manuals (learning material and learner pack) based on number of delegates expected plus 2 extra on Printing Order Form in time to ensure availability at least one working day before facilitator is due to travel. Archive manager checks quality of printing, completeness and collation of materials.

	8
	Training coordinator files the latest version of learning material of each programme.

	9
	Archive manager prepares and packs training material and facilitation aids for the facilitator.

	10
	Training coordinator files all documentation

	11
	Training coordinator reports to CE/QAM on a weekly basis at minuted staff feedback meetings

	12
	Facilitator forwards programme evaluation forms to client liaison, who captures information on database and forwards to training manager if follow-up required, otherwise documents are filed in programme file.


	Record
	Responsible person
	Where kept
	Retention period

	Planning Board
Programme schedule

Programme coordination checklist

Printing order form

In-house programme checklist

Learner information form

Attendance register

Programme evaluation form

Relevant master copy of learning material
	Archive manager
Client liaison


“

Archive manager


“

Client liaison


“


“

Training coordinator
	Dining room wall
Database

Programme file

Programme file

Programme file

Programme file

Programme file

Programme file

Filing cabinet
	1 year
Indefinite

2 years

Until updated
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