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	Introduction


	In order to ensure and assure high quality service to all our clients, both internal and external, LPL maintains a system of regular reporting and communication between all members and staff. 
LPL will collect information on all operational activities and feedback will be given to all members and staff on an on-going basis. Corrective and preventive action plans will be developed based on the outcomes of the feedback process.

	Weekly reports

	Weekly reports are shared verbally at the weekly staff meeting and minuted. Such reports include feedback, update, progression, problem-areas and requests for assistance.

	
	

	Monthly reports
Quarterly reports

	Monthly reports are brief written reports between managers. Reports are presented in the format chosen by each respective manager. The manager is responsible for filing these reports and ensuring their accessibility.

Monthly reports are consolidated into brief quarterly reports that go to the Chief Executive.  These are a synopsis of figures, trends, problem areas with their accompanying proposed solutions and Board requests.



	Annual reports
	Annual reports are developed for the ETDQA by the CE using the quarterly reports as the base. These form the basis for the annual verification visit and are copied to all directors.



	Ad-hoc reports
	These are developed on an as-and-when basis and are initiated and signed by the CE. They are in specific response to stakeholder requests and/or concerns and shall be as concise as possible without compromising their comprehensiveness.
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