
INTERNAL REVIEW

FLOW CHART




Trainer contacts client


(within 48 hrs)


 to arrange Planning Meeting





Trainer contacts Account Mgr





Trainer contacts Jane Tompkins


(within 48 hrs) 


to confirm dates, cc’ing Julie Price





Jane updates Spreadsheet and stats sent to Josie on a monthly basis





Following the Planning Meeting the Trainer confirms to Jane and to the organisation the following:-





Jane Tompkins sends a confirmation of cost letter to client 


(within 48 hours)


and Invoice Request Form to Corporate Services Executive 





Booking Form received by Jane and Trainer allocated





Trainer confirms completion of training to Jane Tompkins and names of people trained including level of competence.


(within 48 hours)





Managing Assessor confirms request of review date to Jane Tompkins





Jane Tompkins updates ‘Q’ with next review date





Jane sends individual certificates to trainees





Client/Org Name


Address & location of sites


Number of employees


Number of trainees + number of days


Cost of training to be confirmed to client


Confirmation of training dates


Next review date (if known)








Trainer sends invoice of completed training to Corporate Services Executive





Jane allocates the Managing Assessor





Trainer discusses all aspects of IR Project and date for 3rd training day with Managing Assessor








